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WHEREAS,  Section  141  of  the  charter 
requires  the  Civil  Service  Commission  to 
classify,  on  the  "basis  of  duties  and 
responsibilities  and  training  and  experience 
required,  all  places  of  employment  in  the 
municipal  service  that  are  subject  to  either 
the  civil  service  or  salary  standardization 
provisions  of  the  charter;  and 

WHEREAS,  the  same  section  of  the  charter 
provides  that  the  Civil  Service  Commission 
shall  be  the  judge  of  such  classification, 
and,  pursuant  thereto,  the  Civil  Service 
Commission  has  adopted  a  "Classification  of 
Duties  of  Positions":  Therefore  be  it 

RESOLVED,  That  the  statements  of  duties 
and  responsibilities  attached  to  the  various 
classes  of  employment  in  the  San  Francisco 
municipal  service  as  set  forth  in  the 
"Classif ication  of  Duties  of  Positions"  are 
not  exclusive  of  duties  and  responsibilities 
determined  by  the  Civil  Service  Commission 
to  be  similar  and  comparable  to  those 
specifically  recited  therein,  but  are  to  be 
construed  as  statements  defining  and  limiting 
the  general  scope  and  character  of  duties  and 
responsibilities  included  in  each  of  the 
classes . 
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CHARTER  PROVISIONS 

Personal  Service  Estimates 

Section  71.  All  increases  in  salaries  or  wages  of  officers  and  employees  shall  be 
determined  at  the  time  of  the  preparation  of  the  annual  budget  estimates  and  the 
adoption  of  the  annual  budget  and  appropriation  ordinances,  and  no  such  increase 
shall  be  effective  prior  to  the  fiscal  year  for  which  the  budget  is  adopted.  Salary 
and  wage  rates  for  classes  of  employments  subject  to  salary  standardization,  as 
in  this  charter  provided,  shall  be  fixed  in  the  manner  provided  in  this  charter. 
Salary  and  wage  rates  for  classes  of  employment  not  subject  to  salary  standardi- 
zation, exclusive  of  compensations  fixed  by  this  charter,  shall  be  recommended 
by  the  officer,  board  or  commission  having  appointive  power  for  such  employ- 
ments, and  fixed  by  the  budget  and  the  annual  salary  ordinance.  Pending  the 
adoption  of  salary  standards  as  in  this  charter  provided,  the  salary  and  wage 
rates  for  positions  subject  to  such  standardization  shall  be  as  recommended  by 
the  officer,  board  or  commission  having  appointing  power  for  such  positions  and 
fixed  by  the  budget  and  annual  salary  ordinance;  provided  that  the  minimum 
compensation  for  employees  subject  to  the  Civil  Service  provisions  of  this 
charter  shall  be  not  less  than  Fifty  Cents  (50c)  per  hour  nor  less  than  One 
Hundred  Six  Dollars  ($106.00)  per  month;  and  provided  further  that  any  com- 
pensation paid  as  of  January  1st,  1931,  to  an  incumbent  who  legally  held  a 
position  in  the  city  and  county  service  at  that  time,  shall  not  be  reduced  so  long 
as  such  incumbent  legally  holds  such  position.  No  compensation  other  than  the 
minimum  as  in  this  Section  provided  shall  be  increased  so  as  to  exceed  the 
salary  or  wage  paid  for  similar  services  of  like  character  and  for  like  service 
and  working  conditions  in  other  city  departments  or  in  private  employments, 
nor  so  as  to  exceed  the  rate  fixed  for  such  service  or  position  in  the  proposed 
schedule  of  compensations  issued  by  the  civil  service  commission  under  date  of 
April  9th,  1930,  except  as  such  proposed  schedule  or  compensation  is  amended 
as  provided  in  this  charter,  or  extended  by  the  civil  service  commission  to  include 

issifications  not  included  therein.  (As  amended  Feb.  2,  1940.) 

Civil  Service  Commission 

Section  140.  There  is  hereby  established  a  civil  service  commission  which  is 
charged  with  the  duty  of  providing  qualified  persons  for  appointment  to  the 
service  of  the  city  and  county.  All  appointments  in  the  public  service  shall  be 
made  for  the  good  of  the  public  service  and  solely  upon  merit  and  fitness,  as 
established  by  appropriate  tests,  without  regard  to  partisan,  political,  social  or 
other  considerations. 

The  civil  service  commission  shall  consist  of  three  members,  appointed  by  the 
mayor.  The  commissioners  in  office  at  the  time  of  the  adoption  of  this  charter 
shall  continue  in  office  until  the  expiration  of  the  terms  for  which  they  were 
appointed,  and  their  successors  shall  be  appointed  for  terms  of  six  years  begin- 
ning on  the  first  day  of  July  of  each  odd-numbered  year.  The  persons  so 
appointed  shall,  before  taking  office,  make  under  oath  and  file  in  the  office  of 
the  county  clerk  the  following  declaration:  "I  am  opposed  to  appointments  to 
:he  public  service  as  a  reward  for  political  activity  and  will  execute  the  office 
sf  civil  service  commissioner  in  the  spirit  of  this  declaration."  A  commissioner 
nay  be  removed  only  upon  charges  preferred,  in  the  same  manner  as  in  this 
harter  provided  for  elective  officers.   Each  of  the  commissioners   shall   receive 

monthly  salary  of  one  hundred  dollars  ($100.00). 

The  commissioners  shall  appoint  a  secretary,  who  shall  be  the  executive 
)fficer  of  the  commission. 

Special  meetings  of  the  commission  for  the  purpose  of  considering  and  adopt- 
ng  examination  questions  shall  not  be  open  to  the  public. 
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Powers  and  Duties 

Section  141.  The  civil  service  commission  shall  be  the  employment  and  per- 
sonnel department  of  the  city  and  county  and  shall  determine  appointments  on  I 
the  basis  of  merit  and  fitness,  as  shown  by  appropriate  tests.  The  commission  | 
shall  classify,  and  from  time  to  time  may  reclassify,  in  accordance  with  duties  ' 
and  responsibilities  of  the  employment,  and  training  and  experience  required,  all  I 
places  of  employment  in  the  departments  and  offices  of  the  city  and  county  not  I 
specifically  exempted  by  this  charter  from  the  civil  service  provisions  thereof,  L 
or  which  may  be  created  hereafter  by  general  law  and  not  specifically  exempted  h 
from  said  civil  service  provisions.  The  commission  shall  likewise  classify  all  other  |t 
positions  or  other  places  of  employments  in  the  city  and  county  service  specific-  h 
ally  exempted  from  the  civil  service  provisions  of  this  charter,  but  which,  by  the  |o 
provisions  of  section  151,  thereof,  are  made  subject  to  classification  for  salary  h 
standardization  purposes  on  the  basis  of  duties  and  responsibilities  of  the  |s! 
employment,  and  training  and  experience  required.  The  civil  service  commission  fl« 
shall  be  the  judge  of  such  classification. 

The  commission  shall  also,  in  accordance  with  duties  and  responsibilities,  p 
allocate,  and  from  time  to  time  may  reallocate,  the  positions  to  the  various  L 
classes  of  the  classification.  The  allocation  or  re-allocation  of  a  position  shall  L 
not  adversely  affect  the  civil  service  rights  of  an  occupant  regularly  holding  such  p 
position.  No  person  shall  hold  a  position  outside  of  the  classification  to  which  | 
he  has  been  appointed,  provided  that  every  employee  of  any  department  or  office 
shall  discharge  any  of  the  duties  pertaining  to  such  department  or  office  to 
which  his  chief  may  temporarily  assign  him. 

The  class  titles  and  class  numbers  assigned  to  positions  by  the  commission 
shall  be  used  in  all  records,  reports,  statements  and  communications,  including 
the  compensation  schedule,  annual  budget  and  salary  ordinance,  payrolls,  and 
appropriation  ordinances. 

The  commission  shall  adopt  rules  to  carry  out  the  civil  service  provisions 
of  this  charter  and,  except  as  otherwise  provided  in  this  charter,  such  rules  shall 
govern  applications;  examinations;  eligibility;  duration  of  eligible  lists;  certifica- 
tion of  eligibles;  appointments;  promotions;  transfers;  resignations;  lay-offs 
or  reduction  in  force,  both  permanent  and  temporary,  due  to  lack  of  work  or 
funds,  retrenchment,  or  completion  of  work;  the  filling  of  positions,  temporary, 
seasonal  and  permanent;  classification;  approval  of  payrolls;  and  such  other 
matters  as  are  not  in  conflict  with  this  charter.  The  commission  may,  upon  onej 
week's  notice,  make  changes  in  the  rules,  which  changes  shall  thereupon  be 
published,  and  be  in  force;  provided  that  no  such  change  in  rules  shall  affect  a  i( 
case  pending  before  the  commission.  The  secretary  may  certify  eligibles  and  | 
payrolls  and  conduct  examinations  under  the  rules  of  the  commission. 

The  commissioners  shall  have  power  to  institute  and  prosecute  legal  proceed 
ings  for  violations  of  any  of  the  civil  service  provisions  of  this  charter. 


Positions 


Section    142.     All    positions    in   all    departments    and    offices    of   the   city   and 
county,  including  positions   created  by   laws   of  the   State   of   California,   where  jei 
the  compensation  is  paid  by  the  city  and  county,  shall  be  included  in  the  classi 
fied  civil  service  of  the  city  and  county,  and  shall  be  filled  from  lists  of  eligible 
prepared    by    the    civil    service    commission,    excepting    (1)    positions    in    whicl|je, 
attorneys  and  physicians  are  employed  in  their  professional  capacity  to  perforn  0ij< 
only  duties  included  in  their  professions,  but  exclusive  of  any  administrative  oi 
executive  positions  for  which  such  professional  status  constitutes  only  part  oi 
the    qualifications    therefor;    (2)    inmate    help    or    student   nurses,    or    part-time L 
services,  where  the  compensation  including  the  value  of  any  allowances  in  addi„y 
tion  thereto  is  less   than  eighty  dollars    ($80.00)    per  month;   and    (3)    person! 
employed  in  positions  outside  the  city  and  county  upon  construction  work  being 
performed  by  the  city  and  county  when  such  positions  are  exempted  from  sail  C 
classified   civil   service   by   an   order   of    the   civil   service   commission;   and    (4;r 
persons  employed  in  positions  in  any  department  for  expert  professional  tern  l. 
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porary  services,  and  when  such  positions  are  exempted  from  said  classified  civil 
service  for  a  specified  period  of  said  temporary  service,  by  order  of  the  civil 
service  commission;  and  (5)  such  positions  as,  by  other  provisions  in  this  charter, 
are  specifically  exempted  from,  or  where  the  appointment  is  designated  as 
exclusive  of,  the  civil  service  provisions  of  this  charter. 

The  civil  service  rights,  acquired  by  persons  under  the  provisions  of  the 
:harter  superseded  by  this  charter,  shall  continue  under  this  charter. 

Where  existing  positions  that  have  heretofore  been  exempt  from  civil  service 
examinations  are  now  made  subject  to  examination  by  this  charter,  the  incum- 
bents of  such  positions  who  have  held  such  positions  for  a  period  of  one  year 
continuously  next  preceding  the  time  that  this  charter  shall  go  into  effect,  shall 
oe  continued  in  their  positions  as  if  appointed  thereto  after  examination  and 
certification  from  a  list  of  eligibles  and  shall  be  governed  thereafter  by  the 
provisions  of  this  charter,  provided,  however,  the  provisions  of  this  paragraph 
ihall  not  apply  to  positions  heretofore  defined  and  classified  by  the  civil  service 
pommission  as  "institutional  help". 

|,  Any  person  holding  a  salaried  office  under  the  city  and  county,  whether  by 
Section  or  appointment,  who  shall,  during  his  term  of  office,  hold  or  retain  any 
kher  salaried  office  under  the  government  of  the  United  States,  or  of  this  state, 
|r  who  shall  hold  any  other  salaried  office  connected  with  the  government  of 
Ihe  city  and  county,  or  who  shall  become  a  member  of  the  legislature,  shall  be 
jleemed  to  have  thereby  vacated  the  office  held  by  him  under  the  city  and 
lounty.    (As  amended  April  14,  1937.) 

Positions  in  Treasurer's  Office 

Section  142.1.  Any  person  who  has  performed  the  duties  of  general  clerk- 
tenographer  in  the  office  of  the  treasurer  continuously  for  five  years  imme- 
iately  prior  to  the  effective  date  of  this  amendment  and  who  on  said  date  shall 
e  performing  said  duties,  is  hereby  confirmed  in  said  position  and  thereafter 
hall  hold  the  same  pursuant  to  the  civil  service  provisions  of  this  charter  and 
hall  be  entitled  to  all  the  benefits   and  privileges   of  said   provisions.     (Added 

pril  14,  1937.) 

Creation  of  Positions 

Section  143.  Positions  in  any  department  or  office  of  the  city  and  county  may 
e  created,  as  provided  by  this  charter,  by  appropriation  ordinance  of  the  board 
f  supervisors.  Copy  of  each  such  ordinance  creating  or  abolishing  positions 
hall  be  filed,  on  the  approval  thereof,  with  the  civil  service  commission  by  the 
lerk  of  the  board  of  supervisors.  Before  the  appointing  officer  shall  make 
^commendation  for  the  creation  of  any  new  or  additional  position  in  any 
epartment  or  office,  he  shall  request  and  receive  from  the  commission  the  proper 
esignation  and  classification  of  such  position  based  on  the  duties  and  responsi- 
ties  thereof,  and  if  such  position  is  included  in  the  classified  civil  service,  the 
Dmmission  may,  in  writing,  express  to  the  appointing  officer  its  opinion  as  to 
hether  or  not  such  position  is  needed. 

Immediate  notice  in  writing  shall  be  given  to  the  civil  service  commission  by 
le  appointing  officer  of  each  department  and  office  of  the  city  and  county  oi 
le  creation  or  abolition  of  any  position,  or  of  any  change  in  duties  if  the 
osition  is  included  in  the  classified  civil  service,  or  of  any  appointment,  rcsigna- 
on,  suspension,  dismissal  or  other  creation  of  vacancy  therein,  with  the  date 
c  any  such  change.  If  said  appointing  officer  is  also  empowered  to  establish 
impensation  rates  or  make  changes  therein,  he  shall  notify  the  commission  of 
ly  such  rate  or  change  therein.  The  commission  shall  maintain  a  record  of  all 
tch  notifications. 

The  term  "appointing  officer"   as  used   in  this  charter   shall  also   include   any 
)ard  or  commission  in  the  exercise  of  its  power  to  appoint  a  department   head 
other  officer  or  employee  designated  by  this  charter  as  appointive  by  such 
11  )ard  or  commission. 
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Applications 

Section  144.  Any  citizen  having  the  qualifications  prescribed  by  section  7  of 
this  charter  may  submit  himself  for  any  examination  under  conditions  estab- 
lished by  the  civil  service  commission.  The  commission  shall  advertise  in  the 
official  paper  the  time,  place  and  general  scope  of  all  examinations  for  entrance 
into  the  public  service  and  may  take  further  appropriate  means  to  interest  suit- 
able applicants.  When  examinations  for  promotion  are  to  be  held,  the  commission 
shall  give  notice  thereof  to  all  persons  in  positions  entitling  them  under  the  civil 
service  rules,  to  participate  in  such  examination,  by  posting  information  thereof 
in  the  office  of  the  commission  for  a  period  of  ten  days  and  notifying  the 
departments  concerned. 

Qualifications  and  Tests 

Section  145.  All  applicants  for  places  in  the  classified  service  shall  submit  to 
tests,  which  shall  be  competitive  and  without  charge  to  the  applicants.  The 
commission  shall  control  all  examinations  and  may  .employ  suitable  persons  in 
or  out  of  the  public  service  to  act  as  examiners.  The  tests  may  be  written,  oral, 
mechanical  or  physical,  or  any  combination  of  them,  practical  in  character  and 
related  to  matters  fairly  to  test  the  relative  capacity  of  the  applicants  for  the 
positions  to  be  filled.  The  commission  shall  be  the  sole  judge  of  the  adequacy 
of  the  tests  to  rate  the  capacity  of  the  applicants  to  perform  service  for  the  City 
and  County.  The  commission  may,  for  each  examination,  establish  a  passing 
mark  or  may  determine  the  total  number  of  persons  who  shall  constitute  the 
list  of  eligibles.  The  commission  shall  prepare  from  the  returns  of  the  examiners 
the  list  of  eligibles,  arranged  in  order  of  relative  excellence.  No  question  sub- 
mitted to  applicants  shall  refer  to  political  or  religious  opinions  or  fraternal 
affiliations. 

Applicants  for  entrance  positions  in  the  uniformed  forces  of  the  fire  and  the 
police  departments  shall  be  not  less  than  twenty-one  years  of  age,  nor  more  than 
thirty-five  years  of  age  at  the  time  of  appointment  and  shall  have  the  physical 
qualifications  required  for  enlistment  in  the  United  States  Army,  Navy  and 
Marine  Corps. 

Applicants  for  positions  in  the  mechanical  trades  and  occupations  may,  in  the 
discretion  of  the  commission,  be  rated  solely  on  experience  and  physical  qualifi- 
cations which  may  be  demonstrated  by  such  evidence  and  in  such  manner  as  the 
commission  may  direct,  and  such  applicants  may  be  permitted  to  such  further 
tests  as  the  commission  may  require.  Examinations  of  laborers  shall  relate  onlyj 
to  physical  qualifications  and  experience,  and  laborers  establishing  their  fitness 
shall  rank  upon  the  register  in  order  of  priority  of  application. 

The  commission  may  remove  all  names  from  the  list  of  eligibles  after  they 
have  remained  thereon  for  more  than  two  years  and  all  names  thereon  shall  be 
removed  at  the  expiration  of  four  years.  The  commission  may,  however,  provide 
in  the  scope-circular  of  any  examination  that  the  list  of  eligibles  secured  thereby 
shall  automatically  expire  at  a  date  not  less  than  two  or  more  than  four  years 
after  the  adoption  of  such  list. 

Veterans  with  thirty  days  or  more  actual  service,  and  widows  of  such  veterans, 
who  become  eligible  for  appointment  by  attaining  the  passing  mark  in  any  en 
trance  examination,  shall  be  allowed  an  additional  credit  of  5  per  cent  in  making 
up  the  list  of  eligibles  secured  by  such  examination.  The  term  "veteran"  as  used 
in  this  section  shall  be  taken  to  mean  any  person  who  has  been  mustered  into,  or 
served  in,  the  Army,  or  enlisted  in,  or  served  in,  the  Navy  or  Marine  Corps,  of 
the  United  States,  in  time  of  war  and  received  an  honorable  discharge  or  cer 
tificate  of  honorable  active  service.  In  the  case  of  promotive  examinations,  when 
the  passing  mark  has  been  attained,  a  credit  of  3  per  cent  shall  be  allowed  to 
veterans  or  to  widows  of  such  veterans  when  requested  by  such  veterans  or 
widows.  When  an  eligible  has  secured  a  permanent  appointment  from  a  list  of 
eligibles  derived  from  an  entrance  examination  in  which  he  has  been  allowed 
additional  credits  of  5%  as  herein  provided,  and  has  served  the  full  probationary 
period  therein  as  provided  in  this  Charter,  such  other  additional  credits  of  5% 
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that  have  been  allowed  him  on  lists  of  eligibles  derived  from  other  entrance 
examinations  shall  be  automatically  cancelled,  and  his  rank  on  such  other  list 
or  lists  revised  to  accord  with  his  relative  standing  before  such  additional  credits 
were  added,  and  he  shall  not  be  allowed  such  additional  credits  in  any  other 
entrance  examinations.  If  he  has  received  a  permanent  appointment  from  a  list 
of  eligibles  derived  from  a  promotive  examination  in  which  he  has  requested  and 
been  allowed  the  additional  credits  of  3%  as  herein  provided,  and  has  served  the 
full  probationary  period  therein  as  provided  in  this  Charter,  such  additional 
credits  of  3%  that  have  been  allowed  him  on  lists  of  eligibles  derived  from  other 
promotive  examinations  shall  be  automatically  cancelled,  and  his  rank  on  such 
other  list  or  lists  revised  to  accord  with  his  relative  standing  before  such  addi- 
tional credits  were  added,  and  he  shall  not  be  allowed  such  additional  credits  in 
any  other  promotive  examinations.  The  civil  service  commission  may,  for  serv- 
ices or  employment  specified  by  the  commission,  allow  general  or  individual 
preference,  but  not  less  than  10  per  cent,  for  entrance  appointment  of  veterans 
who  have  suffered  permanent  disability  in  line  of  duty,  provided  that  such  dis- 
ability would  not  prevent  the  proper  performance  of  the  duties  required  under 
such  service,  or  employment,  and  provided  that  such  disability  is  of  record  in 
the  United  States  Veterans   Bureau.    (As  amended   Feb.  2,   1940.) 

Promotions 

Section  146.  Whenever  it  deems  it  to  be  practicable,  the  civil  service  commis- 
sion shall  provide  for  promotion  in  the  service  on  the  basis  of  such  examinations 
and  tests  as  the  commission  may  deem  appropriate,  and  shall,  in  addition,  give 
consideration  to  ascertained  merit  and  records  of  city  and  county  service  of 
applicants.  The  commission  shall  announce  in  the  examination  scope  circular 
the  next  lower  rank  or  ranks  from  which  the  promotion  may  be  made.  All 
promotions  in  the  uniform  forces  of  the  police  and  fire  departments,  respectively, 
shall  be  made  from  the  next  lower  rank  on  the  basis  of  examinations  and  tests, 
seniority  of  service  and  meritorious  public  service  being  considered,  provided 
that  in  the  police  department  a  minimum  of  two  years'  service  in  a  lower  rank 
shall  be  a  requirement  for  promotive  appointment  to  the  next  higher  rank.  Not 
more  than  5  per  cent  of  the  total  credits  obtainable  under  any  promotive  exam- 
ination shall  be  allowed  for  seniority  of  service;  and  the  civil  service  commission 
shall  determine  the  manner  in  which  said  credits  shall  be  distributed.  (As 
amended  April   14,  1937.) 

No  Aid,  Hindrance,  Fraud  or  Collusion  Permitted 

Section  147.  No  person  or  officer  shall,  by  himself  or  in  cooperation  with 
other  persons,  defeat,  deceive  or  obstruct  any  person  in  respect  to  his  or  her 
right  of  examination;  or  falsely  mark,  grade,  estimate  or  report  upon  the 
examination  or  proper  standing  of  anv  person  examined  hereunder,  or  aid  in  so 
doing;  or  make  any  false  representations  concerning  the  same,  or  concerning  the 
person  examined;  or  furnish  to  any  person  any  special  or  secret  information  for 
the  purpose  of  either  improving  or  injuring  the  prospects  or  chances  of  any 
person  of  being  appointed,  employed  or  promoted. 

Any  eligible  securing  standing  on  a  list  by  fraud,  concealment  of  fact  or  viola- 
tion of  commission  rules  shall  be  removed  from  such  list  and  if  certified  or 
assigned  to  a  position  shall  be  removed  therefrom. 

Inspection  of  Civil  Service  Examination  Papers 

Section  147.1.  After  the  Civil  Service  Commission  has  prepared  and  published 
or  posted  a  list  of  eligibles,  arranged  in  order  of  relative  excellence,  as  the 
result  of  any  examination  held  bv  said  commission,  said  list  shall  not  be  finally 
approved  for  two  weeks  after  the  date  of  the  publication  or  posting  of  said  list, 
during  which  time  all  examination  papers,  questions  and  answers,  and  all  marks 
and  grades  given  on  any  test  given  in  said  examination  shall  be  open  to  public 
inspection  and  copying  by  any  citizen,  provided  that  the  identity  of  the  examiner 
giving  any  mark  or  grade  in  an   oral   test  shall   not   be  disclosed;   and   provided 
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further  that  the  commission  may  require  the  payment  of  a  fee  of  not  more  than 
One  Dollar  ($1.00)  for  the  inspection  of  all  of  the  papers  relating  to  the  exam- 
ination of  any  one  person  participating  in  said  examination;  and  provided  further 
that  a  participant  may  examine  his  own  examination  papers  without  charge.  The 
Civil  Service  Commission  shall  have  power  to  correct  any  error  which  in  its 
judgment  may  have  occurred  in  the  rating  of  any  participant  in  said  examina- 
tion, and  to  alter  said  published  or  posted  list  of  eligibles  and  to  make  changes 
accordingly  therein  which  in  the  opinion  of  said  commission  may  be  justified  by 
any  re-examination  of  said  papers,  questions,  answers,  marks  or  grades  given  in 
said  examination;  provided  that  said  changes  shall  be  made  within  a  period  of 
not  more  than  sixty  (60)  days  after  the  date  of  the  publication  or  posting  of 
said  list.    (Added  March  9,  1938.) 

Requisition,  Certification  and  Appointment 

Section  148.  Whenever  a  position  controlled  by  the  civil  service  provisions  of 
this  charter  is  to  be  filled,  the  appointing  officer  shall  make  a  requisition  to  the 
civil  service  commission  for  a  person  to  fill  it.  Thereupon,  the  commission  shall 
certify  to  the  appointing  officer  the  name  and  address  of  the  person  standing 
highest  on  the  list  of  eligibles  for  such  position.  In  case  the  position  is  promotive, 
the  commission  shall  certify  the  name  of  the  person  standing  highest  on  such 
list.  In  making  such  certification,  sex  shall  be  disregarded  except  when  a  statute 
a  rule  of  the  commission  or  the  appointing  officer  specifies  sex. 

From  the  requisition  of  the  appointing  officer  or  otherwise,  the  commission 
shall  determine  whether  the  position  is,  in  character,  temporary,  seasonal  or 
permanent,  and  shall  notify  the  candidate  in  accordance  therewith  to  the  end 
that  the  candidate  may  have  knowledge  of  the  probable  duration  of  employment 
The  commission  shall  provide  for  such  waiver  of  temporary  or  seasonal  employ- 
ment as  it  may  deem  just  to  candidates. 

Any  appointment  to  a  position  declared  permanent  by  the  civil  service  com- 
mission shall  be  on  probation  for  a  period  of  six  months,  provided  that  the 
probationary  period  for  entrance  positions  in  the  uniform  rank  of  the  police  de 
partment  shall  be  for  one  year.  At  any  time  during  the  probationary  period  tht 
appointing  officer  may  terminate  the  appointment.  The  civil  service  commissior 
shall  inquire  into  the  circumstances  and  may  declare  such  person  dismissed,  oi 
may  return  the  name  to  the  list  of  eligibles  for  certification  to  another  depart 
ment.  Immediately  prior  to  the  expiration  of  the  probationary  period,  the 
appointing  officer  shall  report  to  the  civil  service  commission  as  to  the  compe 
tence  of  the  probationer  for  the  position,  and,  if  competent,  shall  recommenc 
permanent  appointment.    (As  amended  April  14,  1937.) 

Emergency  Appointments 

Section  149.  When  no  list  of  eligibles  is  available  for  a  position  in  the  clas 
requisitioned  by  the  appointing  officer,  the  commission  may  certify  for  civi 
service  temporary  appointment  an  eligible  from  another  list  deemed  by  th 
commission  to  be  suitable  to  temporarily  provide  the  service  desired;  or  maj 
authorize  the  appointing  officer  to  make  a  non-civil  service  emergency  appoint 
ment  thereto  for  a  period  not  exceeding  ninety  days  and  only  until  a  regulai 
appointment  under  the  provisions  of  this  charter  can  be  made.  If  a  non-civi 
service  emergency  appointment  is  authorized,  the  commission  shall  immediate! 
hold  an  examination  and  establish  an  eligible  list  for  such  position.  If  its  annua 
appropriation  is  insufficient  to  meet  the  cost  of  said  examination,  it  shall  repor  t, 
to  the  mayor  the  estimated  cost  thereof,  and  the  mayor  shall  request  and  th 
supervisors  shall  make  supplemental  appropriation  therefor  in  the  manner  pro 
vided  herein  for  supplemental  appropriations.  No  person  shall  be  compensate* 
under  any  non-civil  service  emergency  appointment  or  appointments  as  auth 
orized  under  the  provisions  of  this  paragraph  for  a  period  exceeding  ninety  day 
in  any  fiscal  year,  and  no  claim  or  warrant  therefor  shall  be  approved,  allowe<| 
or  paid  for  any  compensation  in  excess  of  such  ninety  days. 

Whenever  the  board  of  supervisors  by  a  three-fourths  vote  of  all  its  member 
shall  declare  that  an  unemployment  emergency  exists  throughout  the  city  ami 
county  because  of  extraordinary  conditions  due  to  unemployment,  and  shall  fi: 
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the  period  during  which  such  unemployment  emergency  shall  be  officially  recog- 
nized, the  civil  service  commission  shall  then  have  power  to  exempt  from  civil 
service  examinations  during  such  emergency  period  all  places  of  employment 
that  may  be  created  by  special  appropriation  to  relieve  such  unemployment 
emergency;  provided,  that  no  action  shall  be  taken  under  the  provisions  of  this 
paragraph  that  will  adversely  affect  the  rights  of  civil  service  eligibles  for 
employment  in  the  usual  temporary  and  permanent  positions  that  are  provided 
for  in  the  Annual  Salary  Ordinance.  The  civil  service  commission  shall  adopt 
special  rules  for  the  government  of  appointments  to  the  emergency  positions 
that  may  be  created  under  the  authority  of  this  paragraph.  (As  amended 
January  12,  1933.) 

Verification  of  Payrolls 

Section  150.  All  personal  services  shall  be  paid  by  warrants  on  the  basis  of  a 
claim,  bill,  timeroll  or  payroll  approved  by  the  head  of  the  department  or  office 
employing  such  service.  The  claims,  bills  or  payrolls,  hereinafter  designated  as 
payrolls,  for  salaries,  wages  or  compensation  for  personal  services  of  all  officers, 
assistants  and  employees  of  every  class  or  description,  without  regard  to  the 
name  or  title  by  which  they  are  known,  for  each  department  or  office  of  the  city 
and  county  shall  be  transmitted  to  the  civil  service  commission  before  presenta- 
tion to  the  controller. 

The  secretary  of  the  commission  shall  examine  and  approve  such  payroll  for 
all  persons  legally  appointed  to  or  employed  in  positions  legally  established 
under  this  charter.  The  payrolls  thus  approved,  with  notation  of  any  item  thereof 
disapproved,  shall  be  then  certified  by  the  secretary  of  the  commission  and 
transmitted  by  him  to  the  controller.  The  controller  shall  not  approve  and  the 
treasurer  shall  not  pay  any  claim  for  personal  services,  or  pay  check  or  warrant 
for  salary,  wages  or  compensation  unless  the  same  shall  have  been  approved 
by  the  said  secretary. 

For  the  purpose  of  the  verification  of  claims,  bills,  timerolls,  or  payrolls, 
contractual  services  represented  by  teams  or  trucks  hired  by  any  department 
[head  or  other  officer  of  the  city  and  county  shall  be  considered  in  the  same 
manner  as  personal  service  items  and  shall  be  included  on  payrolls  as  approved 
by  said  department  heads  or  other  officers,  and  shall  be  subject  to  examination 
and  approval  by  the  secretary  of  the  civil  service  commission  and  the  controller 
'in  the  same  manner  as  payments  for  personal  services. 

■.  The  salary,  wage  or  other  compensation  fixed  for  each  officer  and  employee 
in,  or  as  provided  by  this  charter,  shall  be  in  full  compensation  for  all  services 
^rendered,  and  every  officer  and  employee  shall  pay  all  fees  and  other  moneys 
received  by  him,  in  the  course  of  his  office  or  employment,  into  the  city  and 
county  treasury  except  as  provided  in  section  32  of  this  charter. 
I  No  officer  or  employee  shall  be  paid  for  a  greater  time  than  that  covered  by 
his  actual  service. 

Standardization  of  Compensations 

Section  151.  The  board  of  supervisors  shall  have  power  and  it  shall  be  its  duty 
to  fix  by  ordinance  from  time  to  time,  as  in  this  section  provided,  all  salaries, 
wages  and  compensations  of  every  kind  and  nature,  except  pension  or  retirement 
illowances,    for    the    positions,    or    places    of    employment,    of    all    officers    and 
employees  of  all  departments,  offices,  boards  and  commissions  of  the  city  and 
county  in  all  cases  where  such  compensations  are  paid  by  the  city  and  county. 
Compensations  specified  in  this  charter  shall  not  be  subject  to  the  provisions 
}f  this  section.  Compensations  of  the  teaching  and  other  technical  forces  of  the 
school  department,  librarians  and  technical  assistants  of  the  library  department, 
■mployees  of  the  California  Palace  of  the  Legion  of  Honor,  the  M.  H.  de  Young 
Memorial  Museum,  Steinhart  Aquarium,  park  and  law  library  departments,  con- 
duction employees  engaged  outside  of  the  city  and  county,  part-time  employees, 
J  md   inmate  and  institutional   help  receiving  less  than  fifty  dollars    ($50.00)   per 
'  nonth,  shall  be  fixed  by  the  department  head  in  charge  thereof,  with  the  approval 
jj  Df  the  board  or  commission,  if  any,  in  charge  of  the  department  concerned  and 
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subject  to  the  budget  and  appropriation  provisions  of  this  charter;  provided  that 
part-time  employees  shall  be  recorded  as  such  by  a  department  head,  only  with 
the  approval  of  the  civil  service  commission  and,  when  so  recorded,  shall  be 
noted  as  part-time  on  payrolls,  budget  estimates,  salary  ordinances  and  similar 
documents. 

In  fixing  schedules  of  compensation,  as  in  this  section  provided,  the  board  of 
supervisors,  through  the  civil  service  commission,  shall  cause  a  schedule  of  com- 
pensations to  be  proposed,  based  upon  the  classification  as  provided  in  section 
141,  under  which  like  compensation  shall  be  paid  for  like  service,  with  due  regard 
to  the  seniority  of  the  personnel  included  in  each  class,  and  with  regard  also  to 
other  compensations  in  the  city  and  county  service  not  subject  to  salary 
standardization.  Such  compensations  shall  be  not  higher  than  prevailing  rates  for 
like  service  and  working  conditions  in  private  employment  or  in  other  com- 
parable governmental  organizations  in  this  state. 

The  board  of  supervisors  may  approve,  amend  or  reject  the  schedule  of  com- 
pensations proposed  by  the  civil  service  commission;  provided  that  any  proposed 
amendment  by  the  board  of  supervisors  shall,  before  adoption,  be  referred  to  the 
civil  service  commission  for  report  as  to  what,  other  changes,  and  the  cost 
thereof  such  proposed  amendment  would  require  to  maintain  an  equitable  rela- 
tionship with  other  rates  in  such  schedule. 

Where  any  compensation  paid  on  January  1,  1931,  is  higher  than  the  standard 
compensation  fixed  as  provided  in  this  section  for  such  position  or  employment, 
said  compensation  shall  be  continued  to  the  incumbent  of  such  position  as  long 
as  he  legally  holds  said  position,  and  department  heads,  in  cooperation  with  the 
civil  service  commission  where  said  commission  has  jurisdiction,  shall  continu- 
ously offer  all  possible  opportunities  to  said  incumbents  to  assume  duties  and 
responsibilities  in  higher  classifications  consistent  with  the  higher  rates  of  com- 
pensation hereby  continued.  New  entrants  to  such  positions  shall  be  paid  at  the 
rate  fixed  for  such  duties,  responsibilities,  and  positions  by  the  schedule  of 
compensations  hereinbefore  in  this  section  referred  to. 

Pending  the  adoption  of  salary  standards  as  provided  in  this  section,  no 
increases  in  compensation  shall  be  allowed  other  than  as  authorized  in  section 
71  of  this  charter. 

Where  compensations  for  services  commonly  paid  on  an  hourly  or  a  per  diem 
basis  are  established  on  a  weekly,  semi-monthly  or  monthly  salary  basis  for  city 
and  county  service,  such  salary  shall  be  based  on  the  prevailing  hourly  or  per 
diem  rate,  where  this  can  be  established,  and  the  application  thereto  of  the 
normal  or  average  hours  or  days  of  actual  working  time,  in  the  city  and  county 
service,  including  an  allowance  for  annual  vacation.  Every  person  employed  in 
the  city  and  county  service  shall,  after  one  year's  service,  be  allowed  a  vacation 
with  pay  of  two  calendar  weeks,  annually,  as  long  as  he  continues  in  his 
employment. 

Service  Records 

Section  152.  The  civil  service  commission  shall  establish  an  inspection  service 
for  the  purpose  of  investigating  the  conduct  of  and  action  of  appointees  in  all 
positions  and  of  securing  records  of  service  for  promotion  and  other  purposes. 
All  departments  shall  cooperate  with  the  commission  in  making  its  investigations 
and  any  person  hindering  the  commission  or  its  agents  shall  be  subject  to 
suspension. 

Leaves  of  Absence 

Section  153.  Leaves  of  absence  to  officers  and  employees  of  the  citv  and 
county  shall  be  governed  by  rules  established  by  the  civil  service  commission, 
provided  that  leave  of  absence  to  any  officer  or  employee  for  the  purpose  of 
leaving  the  city  and  county,  taking  a  position  outside  of  the  city  and  county 
service,  or  accepting  a  position  in  some  department  or  office  of  the  city  and 
county  other  than  the  one  in  which  he  is  employed  and  where  the  duties  are 
in  no  way  related  to  the  duties  covered  by  his  civil  service  classification,  shall 
be  limited  to  six  months;  and  provided  further,  that  no  limit  shall  be  placed  on 
a  leave  of  absence  granted  to  enable  an  officer  or  employee  to  accept  promotion 
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to  a  non-civil  service  position  in  the  same  department  in  which  he  holds  civil 
service  status,  or  promotion  to  co-related  work  in  another  department  or  office 
of  the  city  and  county. 

Leaves  of  absence  shall  be  granted  to  officers,  employees  and  persons  on 
eligible  lists  for  terms  of  service  in  the  army,  the  navy  or  the  marine  corps,  in 
time  of  war  and  for  such  time  thereafter  as  may  be  provided  by  rule  of  the 
commission,  but  not  to  exceed  two  years  after  the  proclamation  of  peace,  except 
in  case  of  disability  incurred  in  line  of  duty,  when  such  disability  shall  extend 
beyond  such  period.  If  a  person  on  such  leave  has  been  appointed  to  a  permanent 
position,  he  shall  be  entitled  to  resume  such  position  at  the  expiration  of  his 
leave,  and  if  any  civil  service  rights  accrue  to  any  appointee  by  reason  of 
seniority,  the  term  of  service  shall  be  reckoned  a  part  of  his  service  under  the 
city  and  county,  exclusive  of  service  under  the  retirement  provisions  of  this 
charter.  If  persons  on  such  leave  have  standing  on  an  eligible  list,  they  shall 
retain  their  places  thereon,  and  upon  presenting  an  honorable  discharge  from 
such  wartime  service  shall  be  preferred  for  appointment  in  the  order  of  standing 
upon  such  register  at  the  time  of  enlistment  and  before  candidates  securing 
standing  through  an  examination  held  subsequent  to  such  enlistment. 

The  civil  service  commission,  by  rule  and  subject  to  the  approval  of  the  board 
of  supervisors  by  ordinance,  shall  provide  for  leaves  of  absence  due  to  illness  or 
disability,  which  leave  or  leaves  may  be  cumulative,  if  not  used  as  authorized, 
provided  that  the  accumulated  unused  period  of  sick  leave  shall  not  exceed  six 
months,  regardless  of  length  of  service,  and  provided  further  that  violation  or 
abuse  of  the  provisions  of  said  rule  and  ordinance  by  any  officer  or  employee 
shall  be  deemed  an  act  of  insubordination  and  inattention  to  duties. 

Suspension  and  Dismissal  for  Cause 

Section  154.  No  person  employed  under  the  civil  service  provisions  of  this 
charter,  exclusive  of  members  of  the  police  and  fire  departments  as  provided 
under  section  155,  hereof,  in  a  position  defined  by  the  commission  as  "perma- 
nent" shall  be  removed  or  discharged  except  for  cause,  upon  written  charges, 
and  after  an  opportunity  to  be  heard  in  his  own  defense.  Pending  such  hearing, 
the  appointing  officer  may  suspend  the  person  so  accused;  but  such  suspension 
shall  not  be  valid  for  more  than  thirty  days,  unless  hearing  upon  the  charge 
shall  be  delayed  beyond  such  time  by  the  act  of  the  accused  person.  When 
charges  are  made,  the  appointing  officer  shall,  in  writing,  notify  the  person 
accused  of  the  time  and  place  when  the  charges  will  be  heard,  by  mailing  such 
statement  to  his  last  known  address.  The  appointing  officer  shall  publiclv  hear 
and  determine  the  charges,  and  may  exonerate,  suspend  or  dismiss  the  accused. 
The  civil  service  commission  shall  immediately  be  notified  of  the  charges  when 
made,  of  the  hearing,  and  of  the  finding  thereon.  The  finding  of  the  appointing 
officer  shall  be  final,  unless  within  thirty  davs  therefrom  the  dismissed  employee 
appeals  to  the  civil  service  commission.  The  appeal  and  all  proceedings  shall 
be  in  writing  and  shall  briefly  state  the  grounds  therefor.  The  civil  service 
commission  shall  examine  into  the  case  and  may  require  the  appointing  officer 
to  furnish  a  record  of  the  hearing  and  may  require  in  writing  any  additional 
evidence  it  deems  material,  and  may,  thereupon,  make  such  decision  as  it  deems 
just.  The  order  or  decision  of  the  commission  upon  such  appeal  shall  be  final 
and  shall  forthwith  be  enforced  by  the  appointing  officer.  If  the  civil  service 
commission  shall  reverse  or  alter  the  finding  of  the  appointing  officer  it  may, 
jin  its  discretion,  order  that  the  employee  affected  be  paid  salary  from  the  time 
|of  his  discharge  or  suspension. 

^he  civil  service  commission  may  hear  and  determine  any  charge  filed  by  a 
citizen  or  by  the  authorized  agents  of  the  commission  when  the  appointing 
officer  neglects  or  refuses  to  act.  Removal  or  discharge  may  be  made  for  any 
of  the  following  causes:  incompetence,  habitual  intemperance,  immoral  conduct, 
insubordination,  discourteous  treatment  of  the  public,  dishonesty,  inattention  to 
duties,  or  engaging  in  prohibited  political  activities. 

Nothing  in  this  section  shall  limit  or  restrict  rules  adopted  by  the  commission 
governing  lay-offs  or  reduction  in  force. 

The  appointing  officer  may,  for  disciplinary  purposes,  suspend  a  subordinate 
for  a  period  not  exceeding  thirty  days;  and  suspension  shall  carry  with  it  the 
loss  of  salary  for  the  period  of  suspension. 

Ill  1 


Fire  and  Police  Disciplinary  Procedure 

Section  155.  Members  of  the  fire  or  the  police  department  guilty  of  any  offense 
or  violation  of  the  rules  and  regulations  of  their  respective  departments,  shall  be 
liable  to  be  punished  by  reprimand,  or  by  fine  not  exceeding  one  month's 
salary  for  any  offense,  or  by  suspension  for  not  to  exceed  three  months,  or  by 
dismissal,  after  trial  and  hearing  by  the  commissioners  of  their  respective 
departments. 

Members  of  either  department  shall  not  be  subject  to  dismissal,  nor  to  punish- 
ment for  any  breach  of  duty  or  misconduct,  except  for  cause,  nor  until  after  a 
fair  and  impartial  trial  before  the  commissioners  of  their  respective  departments, 
upon  a  verified  complaint  filed  with  such  commission  setting  forth  specifically 
the  acts  complained  of,  and  after  such  reasonable  notice  to  them  as  to  time  and 
place  of  hearings  as  such  commission  may,  by  rule,  prescribe.  The  accused  shall 
be  entitled,  upon  hearing,  to  appear  personally  and  by  counsel;  to  have  a  public 
trial;  and  to  secure  and  enforce,  free  of  expense,  the  attendance  of  all  witnesses 
necessary  for  his  defense. 

Transfer  of  Disabled 

Section  156.  When  a  civil  service  employee  other  than  a  member  of  the  police 
and  fire  department,  who  has  served  not  less  than  three  years  in  his  position 
has  become  incapable  through  age,  accident  or  other  disability  of  performing 
the  duties  of  his  position,  the  civil  service  commission  may,  with  the  consent  oi 
the  appointing  officer,  transfer  him  to  a  position  within  his  capacities,  whether 
or  not  within  the  class  for  which  he  qualified  for  appointment;  but  such  position 
shall  be  one  having  a  lesser  compensation  than  the  one  from  which  he  may  be 
transferred,  and  his  compensation  shall  not  thereafter  be  increased. 

Prohibition  of  Political  Activity 

Section  157.  Active  participation  in  city  and  county  politics,  relative  to  the 
election  or  appointment  of  public  officials,  by  civil  service  employees  and 
eligibles  of  the  city  and  county,  is  subversive  of  the  best  interests  of  the  merit 
system  and,  therefore,  persons  holding  positions  in  the  classified  civil  service 
or  on  eligible  lists  for  such  positions  shall  take  no  active  part  in  such  political 
campaigns,  or  in  soliciting  votes,  or  in  levying,  contributing  or  soliciting  funds 
or  support,  in  each  case  for  the  purpose  of  favoring  or  hindering  the  appoint- 
ment or  election  of  candidates  for  city  and  county  offices.  Violation  of  the 
provisions  of  this  section  shall  be  deemed  an  act  of  insubordination  and  con- 
sidered good  cause  for  suspension  or  dismissal  from  position  or  removal  from 
eligible  list. 
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Positions  Exempted  by  Chatter  from  Civil  Service  Examination 

Charter 
Section 

12     Supervisors — Clerk  of  the  Board  of  Supervisors,  Item  (h),  Sec.  19. 

19  Item  (h)  Boards  and  Commissions — "To  appoint  a  secretary,  a  superin- 
tendent, or  other  executive  to  be  the  administrative  head  of  the  affairs  under 
its  control,  who,  unless  otherwise  specifically  provided,  shall  not  be  subject 
to  the  civil  service  provisions  of  this  charter,  and  shall  hold  office  at  its 
pleasure." 

25  Mayor — One  executive  secretary,  one  confidential  secretary,  and  one  sten- 
ographer. 

City  Attorney — All  assistants  and  employees. 

Assessor — One  chief  assistant  or  deputy,  and  one  confidential  secretary. 
District  Attorney — All  assistants  and  employees. 
Treasurer — One  chief  assistant. 

Sheriff — An  attorney,  one  under-sheriff,  and  one  confidential  secretary. 
Public  Defender — All  assistants  and  -employees. 

Police  Commission — A  chief  of  police  and  one  police  surgeon.  In  addition 
the  following  appointments  may  be  made  from  certain  designated  ranks: 
one  secretary,  inspectors,  one  deputy  chief  of  police,  one  department  sec- 
retary, one  director,  bureau  of  special  services,  one  director,  bureau  of  crim- 
inal information,  one  captain  of  inspectors,  one  captain  of  traffic,  one  direc- 
tor, bureau  of  personnel,  one  supervising  captain. 

Fire  Commission — A  chief  engineer,  a  secretary  and  a  department  physician. 
Park  Commission — All  assistants  and  employees. 

Recreation — Superintendent  and  part-time  positions  at  less  than  $80  a 
month. 

Library — All  assistants  and  employees. 
War  Memorial — A  secretary  and  a  managing  director. 
California  Palace  of  the  Legion  of  Honor — All  assistants  and  employees. 
M.  H.  de  Young  Memorial  Museum — All  assistants  and  employees. 
Steinhart  Aquarium — All  assistants  and  employees. 
Municipal  Court — The  clerk  of  the  court. 

Superior  Court — Secretary-jury  commissioner,  and  all  his  assistants  and 
employees. 

57  Law  Library — All  assistants  and  employees. 

58  Probation  Boards — The  chief  adult  probation  officer  and  the  chief  juvenile 
probation  officer. 

59  Chief  Administrative  Officer — 

61     Director  of  Finance  and   Records — Attorneys  appointed  by  the  public  ad- 
ministrator. 
61     Purchaser  of  supplies;  director  of  public  works;  director  of  public  health. 
61.1  Public  Welfare — One  director. 
63     Controller — 
.06     City  Engineer — 
116     City  Planning  Commission — City  planning  engineer. 

[24  Public  Utilities  Commission — Manager  of  utilities;  secretary  and  heads  of 
departments  and  bureaus,  Item  (h),  Sec.  19. 

135  Board  of  Education — All  positions  except  non-teaching  and  non-technical 
positions,  and  positions  not  required  by  law  to  be  filled  by  a  person  holding 
a  teaching  or  other  certificate.  Secretary,  Item  (h),  Sec.  19. 

[36     Superintendent  of  Schools — 
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Charter 

Section 

142     Various  Departments — (1)  Positions  in  which  attorneys  and  physicians  are! 
employed  in  their  professional  capacity  to  perform  only  duties  included  in 
their  professions,  but  exclusive  of  any  administrative  or  executive  position 
for  which  such  professional  status   constitutes  only  part  of  the   qualifica- 
tions  therefor;    (2)    inmate  help  or   student  nurses,   or  part-time   services, 
where  the  compensation  including  the  value  of  any  allowances  in  addition! 
thereto  is   less   than  eighty  dollars   ($80.00)    per  month;    (3)    persons   em- 1 
ployed  in  positions  outside  the  city  and  county  upon  construction  work  be- 
ing performed  by  the  city  and  county  when  such  positions  are  exempted  I 
from  said  classified  civil  service  by  an  order  of  the  Civil  Service  Commis-' 
sion;  and  (4)  persons  employed  in  positions  in  any  department  for  expert  I 
professional    temporary   services,   and   when    such    positions    are    exempted  J 
from  said  classified  civil  service  for  a  specified  period  of  said  temporary || 
service,  by  order  of  the  Civil  Service  Commission;  and  (5)   such  positions 
as,  by  other  provisions  in  this  charter,  are  specifically  exempted  from,  or 
where  the  appointment  is  designated  as  exclusive  of,  the  civil  service  pro- 
visions of  the  charter. 

159     Retirement — Secretary-actuary,  under  Item  (h)  of  Section  19  of  the  charter. 
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CHRONOLOGICAL  SYNOPSIS  OF  PROCEEDINGS  IN  CON- 
NECTION  WITH  CLASSIFICATION  OF  DUTIES  AND 
SALARY  ADMINISTRATION  IN  THE  SAN  FRANCISCO 
MUNICIPAL  SERVICE: 

CLASSIFICATION  OF  DUTIES 

Mar.  4,  1929  A  tentative  classification  of  duties  and  a  tentative  allocation  of 
positions,  based  upon  two  years  of  investigation  and  study  of 
the  duties  of  the  positions  in  the  municipal  service,  were  sub- 
mitted by  the  Civil  Service  Commission  to  the  Board  of  Super- 
visors. 

Apr.  29,  1929  The  proposed  classification  was  approved  by  the  Board  of 
Supervisors,  the  said  board  having  joint  jurisdiction  under  the 
charter. 

Nov.  17,  1930  The  proposed  classification  of  positions  was  formally  adopted 
by  the  Civil  Service  Commission  but  was  not  put  into  effect  or 
made  fully  operative  until  the  present  charter  became  effective. 

Nov.  16,  1931  In  preparation  for  the  installation  of  the  present  charter,  effective 
(Dec.  11,  1931  January  8,  1932,  the  Board  of  Supervisors  adopted  two  resolutions, 
retitling  all  existing  positions  established  in  the  municipal  service 
subject  to  classification  by  the  Civil  Service  Commission,  to  con- 
form to  the  new  classification  titles  assigned  to  the  positions  by 
the  Civil  Service  Commission.  The  present  charter  provides  that 
civil  service  classification  titles  of  positions  shall  be  used  on  pay- 
rolls, time  rolls,  salary  ordinances,  and  all  official  documents. 

Tan.  8,  1932  The  present  charter,  effective  on  this  date,  placed  classification 
of  duties  and  allocation  of  positions  under  the  sole  jurisdiction 
of  the  Civil  Service  Commission. 

Nov.  8,  1933  The  Civil  Service  Commission  adopted  a  resolution  determining 
and  fixing  the  status  of  employees  appointed  from  classes  of  the 
former  classification  in  terms  of  the  new  classification. 

From  time  to  time,  in  order  to  keep  its  classification  up  to  date, 
the  Civil  Service  Commission  has  amended  the  classification  as 
adopted  on  November  17,  1930,  by  adding  new  classes,  retitling 
classes,  abolishing  or  consolidating  classes,  and  by  revising  duties 
statements. 


SALARY  ADMINISTRATION 

4,  1924  A  charter  amendment  was  adopted  by  the  voters,  providing  for 
standardization  of  compensations  of  approximately  6,000  employ- 
ments in  the  San  Francisco  service,  to  the  end  that  like  pay  shall 
be  paid  for  like  work. 

17,  1925     The  charter  amendment  providing  for  salary  standardization  was 
ratified  by  the  legislature. 

9,  1930  Proposed  salary  standardization  schedules  were  submitted  to  the 
Board  of  Supervisors  by  the  Civil  Service  Commission.  Several 
hearings  were  held  by  the  Board  of  Supervisors  but  no  definite 
action  was  taken. 

On  the  recommendation  of  the  Mayor's  Committee  on  Charter 
Installation,  the  Board  of  Supervisors  returned  the  April  9,  L930, 
report  to  the  Civil  Service  Commission  for  revision. 
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Jan.  8,  1932  The  present  charter,  effective  on  this  date,  reenacts  salary  stand- 
ardization provisions  of  the  former  charter  with  important  modi- 
fications and  provides  that  (1)  salaries  paid  to  occupants  of  posi- 
tions as  of  January  1,  1931,  shall  not  be  reduced  so  long  as  the 
occupant  continues  legally  to  hold  such  position  and  that  (2) 
pending  the  adoption  of  salary  standardization  as  provided  in  the 
charter,  salaries  may  not  be  increased  above  the  rate  recommended 
for  the  position  in  the  April  9,  1930,  salary  standardization  report, 
except  as  such  report  is  amended  as  provided  by  charter  or 
extended  by  the  Civil  Service  Commission  to  include  classifications 
not  included  therein. 

Feb.  8, 1937  The  City  Attorney  advised  the  Civil  Service  Commission  that  in 
his  opinion  Section  151  of  the  charter  permits  the  Civil  Service 
Commission  to  submit  to  the  Board  of  Supervisors  from  time  to 
time  salary  standardization  recommendations  covering  groups  of 
related  classifications  and  that  the  charter  does  not  require  that  a 
complete  schedule  of  compensations  covering  all  positions  shall 
be  adopted  by  the  Board  of  Supervisors  at  one  time. 

May  20,  1937  The  Civil  Service  Commission  reported  to  the  Board  of  Super- 
visors that  it  had  amended  the  April  9,  1930,  report  by  changing 
the  rate  recommended  therein  for  a  group  of  building  trades  crafts 
which  were  then  receiving  in  private  employment  wages  in  excess 
of  those  fixed  in  the  April  9,  1930,  report. 

May  24,  1937  The  Board  of  Supervisors  by  resolution  approved  the  amendment 
of  the  April  9,  1930,  report  by  the  Civil  Service  Commission  and 
the  rates  so  amended  were  thereupon  included  in  the  budget 
estimates  for  the  forthcoming  fiscal  year  by  several  appointing 
officers. 

Aug.  2,  1937  The  City  Attorney  advised  the  Civil  Service  Commission  that  the 
joint  action  of  the  Civil  Service  Commission  and  the  Board  of 
Supervisors  in  amending  the  April  9,  1930,  schedule  as  referred  to 
above  is  legal  under  the  charter,  and  that  the  rates  of  pay  included 
in  the  budget  estimates  and  the  annual  salary  ordinance  on  the 
recommendation  of  the  several  appointing  officers  for  the  forth- 
coming fiscal  year,  pursuant  to  the  action  of  the  Civil  Service 
Commission  and  the  Board  of  Supervisors  in  amending  the  April 
9,  1930,  report,  are  legally  established. 

Feb.  16,  1938  The  Civil  Service  Commission  submitted  to  the  Board  of  Super- 
visors proposed  salary  standardization  schedules  for  all  positions 
in  the  municipal  service  subject  thereto.  These  proposed  schedules 
were  taken  under  consideration  by  the  Board  of  Supervisors. 

June  17,  1938  The  Citv  Attorney  advised  the  Civil  Service  Commission  that 
until  the  Board  of  Supervisors  adopts  salary  standardization 
schedules,  the  rates  proposed  by  the  Civil  Service  Commission 
for  new  classifications  added  since  the  April  9,  1930,  report  was 
made  are  effective  as  maximum  rates  beyond  which  salaries  for 
such  positions  may  not  be  increased.  He  advised  at  the  same  time 
that  salaries  may  not  be  increased  above  the  rates  fixed  in  the 
April  9,  1930,  report  for  classifications  that  are  included  therein. 

Jan.  6,  1939  The  Civil  Service  Commission  submitted  to  the  Board  of  Super- 
visors certain  recommendations  amending  and  extending  the  sal- 
ary standardization  schedules  submitted  under  date  of  February 
16,  1938. 

Jan.  13,  1939  The  City  Attorney  orally  advised  the  Board  of  Supervisors  con- 
cerning the  legality  of  adoption  of  salary  standardization  schedules 
for  part  of  the  service,  repeating  his  former  written  advice  that 
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such  action  is  legal,  but  stated  that  such  partial  standardization 
will  not  be  legal  if  there  is  pending  before  the  Board  of  Super- 
visors a  recommendation  by  the  Civil  Service  Commission  for  a 
complete  and  full  standardization  of  all  compensations  subject 
thereto. 

Feb.  14,  1939  The  Board  of  Supervisors  adopted  an  ordinance  enacting  into 
law  the  compensation  schedules  proposed  by  the  Civil  Service 
Commission  on  February  16,  1938,  and  as  amended  on  January 
6,  1939. 

Apr.  4,  1939  The  Board  of  Supervisors  adopted  a  resolution  calling  for  a  special 
election,  at  which  time  the  salary  standardization  ordinance  pre- 
viously adopted  by  the  Board  of  Supervisors  would  be  submitted 
for  the  approval  or  disapproval  of  the  electorate.  This  action  was 
taken  after  a  petition  for  a  referendum  on  the  ordinance  had  been 
filed  with  the  Board  of  Supervisors,  containing  the  signatures  of 
the  required  number  of  voters. 

May  19,  1939  The  ordinance  adopted  by  the  Board  of  Supervisors  enacting  the 
salary  standardization  schedules  into  law  was  rejected  by  vote  of 
the  electorate. 

Nov.  7,  1939  A  charter  amendment  fixing  50c  per  hour  or  $106  per  month  as 
the  minimum  wage  scale  for  municipal  employees  in  positions 
subject  to  civil  service  was  approved  by  the  voters. 

Feb.  2,  1940  The  charter  amendment  referred  to  immediately  above  was  rati- 
fied by  the  legislature. 

Feb.  5,  1940  The  salary  standardization  schedules  previously  adopted  by  the 
Board  of  Supervisors  and  subsequently  rejected  by  the  electorate 
were  formally  rejected  by  the  Board  of  Supervisors  and  returned 
to  the  Civil  Service  Commission,  thus  opening  the  way  for  partial 
standardization  in  accordance  with  opinions  of  the  City  Attorney 
as  set  forth  on  January  13,  1939.  The  Board  of  Supervisors  at  the 
same  time,  by  resolution,  requested  the  Civil  Service  Commission 
to  submit  proposed  compensation  schedules  for  per  diem  crafts 
and  related  classifications. 

Feb.  7,  1940  A  proposed  schedule  of  compensations  covering  per  diem  crafts 
and  related  classifications  was  submitted  by  the  Civil  Service 
Commission  to  the  Board  of  Supervisors. 

The  City  Attorney  advised  the  Chief  Administrative  Officer  that 
the  amendment  adopted  on  November  7,  1939,  establishing  a 
minimum  of  50c  an  hour  and  $106  a  month  for  civil  service 
employees,  is  effective  only  until  salary  standardization  schedules 
are  adopted  by  the  Board  of  Supervisors  as  provided  by  the  char- 
ter, and  that  such  amendment  does  not  prevent  the  Civil  Service 
Commission  from  recommending  and  the  Board  of  Supervisors 
from  adopting  a  lower  wage  when  salary  standardization  schedules 
are  adopted. 

In  connection  with  his  previous  advice  that  it  is  legal  to  adopt 
salary  schedules  for  related  classifications,  the  City  Attorney 
advised  the  Board  of  Supervisors  that  it  is  in  the  power  and  dis- 
cretion of  the  Board  of  Supervisors  to  determine  what  constitutes 
related  classifications  and  that  if  the  Civil  Service  Commission 
has  recommended  a  rate  for  a  classification  which,  in  the  judg- 
ment of  the  Board  of  Supervisors,  is  not  related  to  a  per  diem 
craft,  it  is  within  the  power  of  the  Board  of  Supervisors  to  decline 
to  establish  a  rate  for  such  classification. 
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Mar.  25,  1940  The  Board  of  Supervisors  adopted  an  ordinance  enacting  into 
law  the  schedules  proposed  by  the  Civil  Service  Commission  on 
February  7,  1940,  for  per  diem  crafts,  after  deleting  all  rates  pro- 
posed for  crafts  and  employments  not  on  a  per  diem  basis. 

Mar.  25,  1940  The  Board  of  Supervisors  adopted  a  resolution  rejecting  all  rec- 
ommendations contained  in  the  report  of  the  Civil  Service  Com- 
mission which  was  submitted  to  the  Board  of  Supervisors  on  Feb- 
ruary 7,  1940,  except  those  covering  per  diem  crafts.  The  Board 
of  Supervisors  acted  on  the  grounds  that  in  its  judgment  the 
classifications  for  which  rates  of  pay  were  rejected  by  the  board 
were  not  directly  related  to  the  per  diem  crafts  for  which  salary  I 
schedules  were  adopted  on  the  same  date. 

SALARY  STANDARDIZATION  ORDINANCE  FIXING 
SCHEDULES  FOR  PER  DIEM  CRAFTS. 

Apr.  4,  1940  The  ordinance  enacting  salary  standardization  schedules  for  perl 
diem  crafts  was  approved  by  Mayor  Ros«<-  The  ordinance  is  asl 
follows: 

AN  ORDINANCE  FIXING  SCHEDULES  OF  SALARIES 
AND  WAGES  TO  BE  PAID  EMPLOYEES  OF  THE  CITY 
AND  COUNTY  IN  CERTAIN  SPECIFIED  CLASSIFICA- 
TIONS WHOSE  SALARIES  AND  WAGES  ARE  SUB-j 
JECT  TO  THE  PROVISIONS  OF  SECTION  151  OF  THE 
CHARTER,  AND  PROVIDING  THAT  THE  SAID 
SCHEDULES  SHALL  BE  EFFECTIVE  FOR  THE  FIS-I 
CAL  YEAR  1940-41. 

Be  it  ordained  by  the  People  of  the  City  and  County  of  San! 
Francisco,  as  follows: 

Section  1.  Pursuant  to  the  provisions  of  Section  151  of  the! 
Charter,  the  salaries  and  wages  set  forth  herein  and  hereinafter| 
referred  to  as  the  compensation  schedules  shall  be  the  compensa-l 
tion  fixed  and  provided  for  the  several  classifications  of  employ-l 
ment  in  the  San  Francisco  municipal  service  as  specified  herein! 
which  are  subject  to  the  provisions  of  Section  151  of  the  Charter! 
Section  2.  Employees  legally  occupying  positions  allocated  b\l 
the  Civil  Service  Commission  to  the  classifications  set  forth  herein! 
which  are  subject  to  Section  151  of  the  charter  shall  be  paid  I 
effective  July  1,  1940,  the  amount  set  forth  herein  for  the  classi-l 
fication  in  which  their  position  is  classified  and  allocated  and  inl 
accordance  with  the  seniority  increments  as  set  forth   herein. 

Section  3.  Employees  entering  the  service  on  or  after  July  ll 
1940,  shall  enter  the  service  at  the  entrance  rate  fixed  in  the  saicl 
compensation  schedules  for  the  classification  to  which  sucrl 
employee  is  appointed;  provided  that  no  new  employee  shall  bel 
paid  more  than  other  appointees  then  serving  in  the  same  classifil 
cation  under  the  same  appointing  officer. 

Section  4.  Employees  being  promoted  to  a  new  classification 
shall  enter  such  promotive  classification  at  the  entrance  rate  fixecl 
in  said  compensation  schedules  for  the  classification  to  whiclfl 
such  employee  is  being  promoted;  provided  that  an  employe*! 
receiving  in  the  lower  class  a  rate  in  excess  of  the  minimum  foil 
the  promotive  class  shall  not  be  reduced  in  salary. 

Section  5.  Salaries  and  wages  herein  fixed  are  gross  compensal 
tions.  Deductions  shall  be  made  from  the  salaries  or  wages  or 
employees  as  herein  specified  for  maintenance  and  other  accoml 
modations  as  provided  by  law,  and  charges  therefor  shall  be  ai| 
fixed  by  law,  provided,  however,  that  no  charge  shall  be  mad<| 
for  maintenance  furnished  employees  in  institutions  unless  suclj 
employees    use    such    accommodations    and    maintenance.    Wagel 
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fixed  herein  on  a  per  hour  or  per  diem  basis  are  for  eight  hours' 
work  per  day. 

Section  6.  Department  heads  are  hereby  directed  to  prepare 
and  submit  budget  estimates  of  personal  service  for  the  fiscal  year 
1940-41  or  amendments  thereof  in  accordance  with  the  provisions 
of  this  ordinance. 

Section  7.  If  the  compensation  of  any  position  herein  estab- 
lished on  a  per  diem  or  hourly  basis  is  included  in  the  budget  esti- 
mates and  salary  ordinance  on  a  monthly  compensation  basis, 
the  monthly  rate  for  such  position  shall  be  computed  by  multiply- 
ing the  per  diem  or  hourly  rate  herein  established  for  the  posi- 
tion by  the  average  or  normal  working  time  of  the  position  as 
provided  in  Section  151  of  the  Charter. 

Section  8.  If  it  shall  be  determined  that  any  salary  or  wage 
fixed  in  the  said  compensation  schedules  is  contrary  to  the  pro- 
visions of  Section  151  of  the  Charter,  such  determination  shall  not 
affect  the  validity  of  any  other  salary  or  wage  fixed  in  the  said 
compensation  schedules. 

Section  9.  The  compensation  schedules  for  classifications  in- 
cluded in  Division  A — Building  Trades  Service,  as  set  forth  in 
the  Civil  Service  Commission's  classification  of  positions,  are  as 
follows,  subject  to  the  provisions  of  this  ordinance: 

DIVISION  "A" 

Compensation 
Class                                     Title                                                 Schedule 
A52         Hodcarrier    $10.00  day 

(+$1.  day  underground  &  $1.20  day  tend. 

plasterer) 

A56         Bricklayer   14.00  day 

A58         Marble  Setter's  Helper  6.50  day 

A60         Marble  Setter  10.50  day 

A62         Tile  Setter  11.00  day 

A154       Carpenter    10.00  day 

A155       Cribber  8.80  day 

A156       Pattern  Maker  12.00  day 

A158       Sub-Foreman   Carpenter  10.50  day 

A165       Stage   Carpenter   12.50  day 

A170       Stage  Property  Man  12.50  dav 

A202       Cement   Finisher's   Helper  9.00  dav 

A204       Cement  Finisher  10.00  dav 

A252       Glazier   9.70  day 

A253       Sub-Foreman  Glazier  10.20  dav 

A302       Locksmith  10.00  day 

A354       Painter  10.00  day 

A357       Foreman  Painter  11.00  day 

A359       Scenic    Artist    2.25  hr. 

A364       Car  &  Auto  Painter  10.00  dav 

A392       Plasterer    13.33  dav 

A396       Lather    12.80  day 

A404       Plumber  11.20  dav 

A456       Sheet  Metal  Worker  10.00  dav 

A458       Sub-Foreman  Sheet  Metal  Worker  10.50  dav 

A504       Steamfitter 11.00  dav 

A551        Apprentice   40%  of  the 

(for  all   skilled  trades   and  rate  of 

occupations,  as  well  as  for 

building  trades)  for   1st 

year 

50%   2nd   year 

65%  3rd   year 

80%  4th   year 

A600       Roofer    1.21  hr. 
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Section  10.  The  compensation  schedules  for  classifications  in- 
cluded in  Division  E — Electrical  Trades  Service,  as  set  forth 
the  Civil  Service  Commission's  classification  of  positions,  are  as 
follows,  subject  to  the  provisions  of  this  ordinance: 

Compensation 
Class  Title  Schedule 

E104       Batteryman-Electrician  $11.00  day 

E106       Armature  Winder  10.00  day 

E107       Power  House  Electrician  11.00  day 

E108       Electrician    11.00  day 

E109       Stage  Electrician  12.50  day 

El  10       Radio  Maintenance  Man  10.00  day 

EU0l/2  Sound  Technician  11.00  day 

El  13       Foreman  Electrician,  Pub.  Util.  Com 12.00  day 

E130       Elevator  Mechanic  12.00  day 

E150       Lineman  Helper  7.00  day 

E151       Transmission   Line  Patrolman's   Helper 7.00  day 

E152       Transmission  Line  Patrolman 9.60  day 

E154       Lineman  9.60  day 

E155       Cable  Splicer's  Helper  8.00  day 

E156       Cable  Splicer 12.00  day 

Section  11.    The  compensation  schedules  for  classifications  in- 
cluded  in   Division   J — Labor   Service,   as   set   forth   in   the    Civil 
Service   Commission's   classification   of  positions,   are   as   follows 
subject  to  the  provisions  of  this  ordinance: 
Class  Title  Schedule 

Compensation 

J4  Laborer  $  6.50  day 

J6  Water  Pipe  Welder  7.50  day 

J 10         Labor  Sub-Foreman 7.00  day 

J12         Labor  Foreman  7.50  day 

J66         Garageman  6.50  day 

J67         Vulcanizer 6.50  day 

J76         Traffic  Button  Maint.  Man  6.50  day 

J152       Trackman  8V/4  hr. 

J156       Switch  Repairer  87^  hr. 

J 160       Track  Welder  7.50  day 

J162       Car  Repairer-Welder  7.50  da} 

J 166       Track  Foreman  9375  hr, 

Section  12.  The  compensation  schedules  for  classifications 
included  in  Division  M — Metal  Trades,  as  set  forth  in  the  Civi 
Service  Commission's  classification  of  positions,  are  as  follows 
subject  to  the  provisions  of  this  ordinance: 

Compensatior 
Class  Title  Schedule 

M54        Auto  Machinist  $10.00  da) 

M55         Sub-Foreman  Auto  Machinist  10.50  daj 

M60         Auto  Fender  &  Body  Worker  10.00  daj 

M104       Blacksmith's  Helper  7.20  daj 

M107       Blacksmith's  Finisher 8.80  daj 

M108       Blacksmith 10.40  daj 

M154       Boilermaker's   Helper  7.20  daj 

M156       Boilermaker  10.00  daj 

M202       Car  Repairer  85       hr 

M206       Sub-Foreman  Car  Repairer  91  !4  hr 

M208       Foreman  Car  Repairer  97^  hr, 

M252       Machinist's  Helper  6.80  daj 

M254       Machinist    10.00  daj 

M255       Bracemaker    10.00  daj 

M260       Instrument  Maker  10.00  daj 
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Section  13.  The  compensation  schedules  for  classifications  in- 
cluded in  Division  O — Miscellaneous  Trades  Service,  as  set  forth 
in  the  Civil  Service  Commission's  classification  of  positions,  are 
as  follows,  subject  to  the  provisions  of  this  ordinance: 

Compensation 
Class  Title  Schedule 

Ol  Chauffeur— Passenger  Cars  $200-225** 

Trucks— Up  to  and  inch  2^  t 8.00  day 

Over  2K  t.  and  incl.  3H  t 8.60  day 

Over  2>Ya  t.  and  incl.  6J4  t 9.15  day 

Over  6<4  t.  and  incl.  7^  t 9.75  day 

Over  7^  t.  and  Tractors  10.30  day 

016         Truck  Driver-Laborer  

(When  working  as  laborer,  to  be  paid  rate 
of  J4  Laborers.  When  working  as  Truck- 
driver  to  be  paid  according  to  equipment 
driven.) 

019         Sub-Station   Foreman   9.15  day 

O108       Leatherworker    8.50  day 

OH6       Teamster,  2-horse  Vehicle  6.50  day 

0122       Window  Shade  Worker  8.80  day 

0152       Engineer  of  Hoisting  and  Portable  Engines 12.00  day 

O210       Sewer  Cleaner  9.50  day 

0252       Dryer  Man  9.80  dav 

0254       Foreman,  Asphalt  Plant  10.80  day 

O260       Rammer  7.80  day 

0264       Paver   8.80  day 

0268       Granite  Cutter  _ 9.00  day 

O270       Foreman   Granite  Cutter  10.00  day 

0274       Asphalt  Mixer  Man  9.80  day 

0276       Asphalt  Worker  8.30  day 

0278       Asphalt  Finisher  _ 8.80  day 

O280       Sub-Foreman  Asphalt  Finisher  9.30  day 

0282       Foreman  Asphalt  Finisher  9.80  day 

**For  positions  carrying  long  and  unusual  hours. 

Section  14.  The  compensation  schedules  for  classifications  in- 
cluded in  Division  U — Water  Service,  as  set  forth  in  the  Civil 
Service  Commission's  classification  of  positions,  are  as  follows, 
subject  to  the  provisions  of  this  ordinance: 

Compensation 
Class  Title  Schedule 

U104       Leadman  $  6.50  day 

U108       Compressor  Operator,  Portable  8.00  dav 

U112       Pipe  Calker  8.00  day 

U114       Main  Pipe  Foreman  8.50  day 

U116       Serviceman   8.00  day 

U120       Gateman    8.50  day 

U206       Water  Dept.  Worker  6.50  day 

Finally  passed  by  the  Board  of  Supervisors  Mar.  25,  1940. 
Approved  by  the  Mayor  April  4,  1940. 
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PRESENT  STATUS  OF  SALARY  ADMINISTRATION 

(As  of  June  1,  1940) 

The  charter  provisions  governing  salary  administration,  pending  the  adoptior 
of  salary  standardization  schedules,  are  set  forth  in  Sections  71  and  151  of  th< 
charter  quoted  elsewhere.  It  will  be  noted  that  until  salary  standardizatior 
schedules  are  adopted  by  the  Board  of  Supervisors,  rates  of  pay  for  position; 
subject  to  salary  standardization  shall  be  as  recommended  by  the  officer,  boar< 
or  commission  having  appointive  power  over  such  positions  and  as  fixed  in  th< 
annual  budget  and  salary  ordinance,  provided  that 

"any  compensation  paid  as  of  January  1,  1931,  to  an  incumbent  who  legally 
held  a  position  in  the  city  and  county  service  at  that  time,  shall  not  be 
reduced  so  long  as  such  incumbent  legally  holds  such  position.  No  compen- 
sation shall  be  increased  so  as  to  exceed  the  salary  or  wage  paid  for  similar 
services  and  of  like  character  and  for  like  service  and  working  conditions  in 
other  city  departments  or  in  private  employments,  nor  so  as  to  exceed  the 
rate  fixed  for  such  service  or  position  in  the  proposed  schedule  of  compensa- 
tions issued  by  the  civil  service  commission  under  date  of  April  9,  1930, 
except  as  such  proposed  schedule  or  compensation  is  amended  as  provided 
in  this  charter,  or  extended  by  the  civil  service  commission  to  include 
classifications  not  included  therein." 

The  law  does  not  require  that  appointing  officers  pay  the  rates  which  an 
recommended  in  the  April  9,  1930,  report  or  recommended  in  extensions  of  tha 
report  and,  as  a  consequence,  entrance  salaries  as  well  as  wage  increase  policie 
vary  widely  as  between  departments. 

There  are  five  different  groups  of  wage  rates  all  of  which,  under  presen 
conditions,  have  a  legal  status  under  the  charter: 

The  first  group  consists  of  rates  for  certain  per  diem  crafts  which  are  estab 
lished  in  the  ordinance  adopted  by  the  Board  of  Supervisors  on  March  25,  194C 
enacting  salary  standardization  schedules  for  these  particular  crafts.  It  is  man 
datory  under  the  law  that  these  rates  be  paid  in  accordance  with  the  ordinance 
The  second  group  consists  of  those  rates  fixed  in  the  April  9,  1930,  report  fo 
classifications  included  therein.  These  proposed  rates  have  not  been  approve! 
by  the  Board  of  Supervisors.  Under  the  law,  these  proposed  rates  may  not  b 
changed  or  amended  by  the  Civil  Service  Commission.  As  stated  elsewhere,  it 
not  mandatory  that  department  heads  pay  these  rates  but  it  is  prohibited  tha 
salaries  be  increased  above  the  maximum  rate  fixed  therein  for  the  particula 
service. 

The  third  group  consists  of  rates  of  pay  recommended  by  the  Civil  Servic 
Commission  for  classifications  which  were  not  included  in  the  April  9,  193( 
report,  representing  new  classifications  added  since  that  date.  These  propose 
rates  likewise  have  not  been  approved  by  the  Board  of  Supervisors.  Again,  it  i 
not  mandatory  that  the  department  heads  pay  these  rates  but  it  is  prohibite 
that  salaries  be  increased  above  the  maximum  rate  fixed  therein  for  the  particula 
service.  Unlike  the  second  group,  the  Commission's  current  recommendation 
may  be  amended  and  the  most  recent  recommendation  supersedes  prior  recom 
mendations. 

The  fourth  group  includes  some  15  or  20  new  classifications  added  since  th 
April  9,  1930,  report  for  which  the  Commission  on  February  7,  1940,  adopted 
so-called  "interim"  rate  to  govern  pending  the'  adoption  of  salary  standardizs 
tion  schedules  by  the  Board  of  Supervisors.  It  will  be  noted  that  the  April 
1930,  report  and  recommendations  controlled  in  so  far  as  salary  increases  wer 
concerned  for  classifications  included  therein  and  the  1930  recommendations  ma 
not  be  amended  by  the  Civil  Service  Commission,  whereas  the  latejt  salar 
recommendation  by  the  Civil  Service  Commission  controls  for  other  class 
fications  which  had  been  added  since  the  April  9.  1930.  report  was  su^mitte( 
In  many  instances  wages  had  substantially  increased  in  private  employmer 
in  the  time  between  1930  and  1939.  There  were  several  instances  where  th 
rate  recommended  in  1938  or  1939  for  a  new  classification  was  entirely  or 
of  line  with  the  rate  fixed  for  a  comparable  classification/  in  the  1930  repor 
Therefore,  in  order  to  maintain  a  proper  and  equitable  relationship  as  betwee 
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ates  of  compensation  proposed  for  comparable  classifications,  the  Civil 
Service  Commission  revised  the  recommendation  made  in  1938  or  1939  to 
:onform  to  the  recommendations  included  in  the  April  9,  1930,  report  for 
omparable  or  related  classifications  and  stated  that,  in  making  these  amend- 
nents,  its  action  was  in  no  way  to  be  construed  as  prejudicing  the  recommenda- 
ion  of  the  Civil  Service  Commission  in  respect  to  the  salary  standardization 
chedules  as  formerly  proposed  in  1938  or  1939.  In  other  respects  the  "interim" 
ates  have  the  same  legal  status  as  the  rates  proposed  for  other  new  classifica- 
ions  added  since  the  April  9,  1930,  report  was  submitted. 

The  fifth  group  consists  of  rates  of  pay  which  are  fixed  by  specific  charter 
irovisions.  These  are  largely  for  the  uniformed  ranks  in  the  Police  and  Fire 
departments. 

Another  factor  is  a  charter  amendment  effective  on  Feb.  2,  1940  under  which 
he  minimum  compensation  of  employment  subject  to  civil  service  is  fixed  at 
'0c  per  hour  or  $106.00  per  month  pending  adoption  of  salary  standardization 
chedules. 
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DIVISION  INDEX 
CIVIL  SERVICE  CLASSIFICATION 

(Includes  positions  exempt  from  civil  service  that  are  subject 
to  salary  standardization) 

Page 
Division  A — Building  Trades  Service 27 

Division  B — Clerical  Service 33 

Division  C — Custodial  Service 61 

Division  D — Detention  Service 64 

Division  E — Electrical  Trades  Service 66 

Division  F — Engineering  Service 70 

Division  G — Examining  and  Evaluation  Service ..  82 

Division  H — Fire  Service 87 

Division  I — Institutional  Service 89 

Division  J — Labor  Service 93 

Division  K — Legal  Service ; 1 96 

Division  L — Medical  and  Scientific  Service 98 

Division  M — Metal  Trades  Service 105 

Division  N — Miscellaneous  Inspection  Service '^__109 

Division  O — Miscellaneous  Trades  Service 114 

Division  P — Nursing  Service 119 

Division  Q — Police  Service 123 

Division  R — Recreation  Service 124 

DivisionS — Street  Railway  Service 126 

Division  T — Welfare  Service 128 

Division  U — Water  Service 132 

Division  V — Agriculture  Service 137 
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EXPLANATION  OF  SYMBOLS  PRECEDING 
SALARY  SCALES 

In  the  classification  and  wage  scales  following  hereinafter,  each  rate  is  pre- 
ceded by  a  letter  or  a  symbol  which  defines  the  status  of  the  rate  as  outlined 
herein.  The  explanation  of  these  letters  and  symbols  is  as  follows: 

(a)  This  classification  was  included  in  the  April  9,  1930,  report  and  the 
rate  indicated  was  fixed  and  recommended  therein  for  this  classifica- 
tion. Pending  adoption  of  salary  standardization  schedules,  salaries  of 
employees  may  not  be  increased  above  this  rate.  Until  salary  stand- 
ardization is  adopted,  the  recommended  rate  may  not  be  amended  by 
the  Civil  Service  Commission. 

(b)  This  is  a  new  classification  added  since  the  April  9,  1930,  report 
was  submitted  and  therefore  was  not  included  therein.  The  rate 
specified  was  recommended  for  this  classification  by  the  Civil  Service 
Commission.  The  recommended  rate  may  be  amended  by  the  Com- 
mission. Until  salary  standardization  is  adopted,  the  latest  recom- 
mendation is  the  maximum  beyond  which  salaries  of  employees 
may  not  be  increased.  Indicated  by  the  letter  (b)  are  a  few  classifi- 
cations which  were  included  in  the  April  9,  1930,  report  but  for 
which  no  rate  was  recommended  therein,  either  because  the  service 
was  on  a  part-time  basis  or  because  the  data  obtained  at  that  time 
were  conflicting.  Also  indicated  by  the  letter  (b)  are  a  few  classifi- 
cations which  were  included  in  the  April  9,  1930,  report  and  for 
which  rates  were  recommended  therein  but  the  Board  of  Supervisors 
on  May  24,  1937,  approved  the  action  of  the  Civil  Service  Commis- 
sion in  amending  the  rate  fixed  in  the  said  report  for  these  classes. 

(i)  This  likewise  is  a  new  classification  added  since  the  April  9,  1930, 
report  was  submitted  and  therefore  was  not  included  therein.  The 
indicated  rate  is  an  "interim"  rate,  recommended  by  the  Civil  Ser- 
vice Commission  to  govern  pending  the  adoption  of  salary  standardi- 
zation schedules.  The  duties  of  this  classification  are  comparable  or 
directly  related  to  those  of  a  classification  included  in  the  April  9, 
1930,  report,  the  proposed  salary  for  which  may  not  be  amended 
until  salary  standardization  schedules  are  adopted.  The  indicated 
"interim"  rate  for  this  classification  bears  a  proper  and  equitable  rela- 
tionship to  the  rate  fixed  in  the  April  9,  1930,  report  for  a  comparable 
or  related  classification.  The  establishment  by  the  Civil  Service  Com- 
mission of  this  "interim"  rate  is  not  to  be  construed  as  in  any  way 
prejudicing  any  former  or  subsequent  recommendation  by  the  Civil 
Service  Commission  in  respect  to  a  salary  schedule  for  this  classifi- 
cation. Otherwise,  rates  indicated  by  (i)  have  the  same  status  as 
those  indicated  by  (b). 

(s)  Salary  standardization  schedules  were  established  for  this  classifica- 
tion by  ordinance  of  the  Board  of  Supervisors  adopted  on  March  25, 
1940.  Pursuant  to  Section  151  of  the  charter,  payment  of  this  rate 
for  this  classification  is  mandatory. 

I,  bb)  The  double  letter  indicates  the  same  status  as  the  single  letter  and 
in  addition  indicates  that  although  this  rate  is  recommended 
by  the  Civil  Service  Commission,  a  minimum  salary  of  50c  per 
hour  or  $106  per  month  must  be  paid  pending  adoption  of  salary 
standardization  schedules.  This  is  pursuant  to  the  amendment  to 
Section  71  of  the  charter  ratified  February  2,  1940. 

(*)  This  classification  includes  positions  frequently  part-time  in  charac- 
ter. The  rate  specified  is  for  full-time  service,  salaries  for  the 
respective  positions  to  be  fixed  each  year  in  the  salary  ordinance  on 
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the  basis  of  the  actual  time  worked.  Salaries  indicated  are  maximum 
salaries  and  usually  for  full-time  service. 

(charter)       The  rate  for  this  classification  is  established  by  specific  charter  pro- 
visions. 


Salaries  herein  indicated  are  gross  compensations.  Charges  for 
all  maintenance  furnished  and  accepted  by  employees  shall  be  made 
and  indicated  on  payrolls  and  deductions  for  such  maintenance 
shall  be  made  in  accordance  with  the  following  schedule,  provided 
that  no  charge  shall  be  made  for  meals  furnished  cooks,  bakers, 
waiters,  and  other  culinary  workers: 

1  meal     per  day $10.00  Per  Mo. 

2  meals  per  day 16.50  Per  Mo. 

3  meals  per  day 22.50  Per  Mo 

Room  or  House 10.00  Per  Mo 

Laundry 2.50  Per  Mo, 

Board,  Room  and  Laundry 35.00  Per  Mo 

Single  Meal  35 

Per  Mo 

Complete  family  maintenance  furnished  the  Superintendent  of 
Laguna  Honda  Home  and  the  Superintendent  of  the  San 
Francisco  Hospital  $150 

Complete  family  maintenance  furnished  the  Resident  Physician 

and  Superintendent  of   Hassler  Health  Home 75 

House  furnished  the  Superintendent  and  the  Assistant  Super- 
intendent, Alameda  Division  of  the  Water  Department, 
and  the  Assistant  Superintendent  of  the  Peninsula  Divi- 
sion of  the   Water   Department 25 

House  furnished  the  Superintendent  of  the  Peninsula  Division 

of  the  Water  Department 50 

House  furnished  the  Head  Pump   Operator  of  the  Peninsula 

and  Alameda  Division  of  the  Water  Department 25 

House  furnished  the  Engineer,  Stationary  Steam  Engines,  at 

the  Water  Department  15 

(Note:    The  above  schedule  of  charges  for  maintenance  is  as  fixed 
in  the  annual  salary  ordinance  for  the  fiscal  year  1940-41.) 


Wherever  minimum  and  maximum  wage  scales  are  indicated  foi 
a  classification,  it  is  intended  that  employees  enter  the  service  a' 
the  minimum  salary  indicated  and  advance  to  the  maximum  on  th< 
basis  of  seniority  in  accordance  with  a  predetermined  plan  of  annua 
increments. 

The  per  diem  rates  fixed  and/or  recommended  herein  are  for  ar 
eight-hour  work  day. 
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DIVISION  A 
BUILDING  TRADES  SERVICE 

This  Division  includes  duties  requiring  journeyman  skill  or 
xperience  (where  such  classification  exists  in  general  practice)  in 
milding  and  allied  trades,  supervision  or  inspection  of  such  duties, 
md  duties  of  assistants  which  require  previous  experience  in  the 
rades.  It  does  not  include  duties  requiring  professional  engineer- 
ng  qualifications. 

See  also  Electrical  Trades,  Metal  Trades,  Miscellaneous  Trades, 
nd  Water  Service  Divisions. 

A  1-50 — Administrative  Subdivision 

This  Subdivision  covers  duties  involving  the  planning  and  direc- 
\on  of  building  repair  operations  and  the  supervision  of  various 
'rafts   assigned   to  such  work   but  does  not  include  foremen   of 
'e  crafts. 


ingle 


i  6.  Supervisor  of  Maintenance  and  Repair  of  School 

Buildings—  (a)  275-350 

I  In  charge  of  school  building  maintenance,  including  general 
upervision  of  school  custodians  and  heating  plant  engineers; 
jlso  responsible  for  inspecting  physical  condition  of  buildings, 
stimating  costs,  and  recommending  repairs. 

l  8.  Assistant  Superintendent  of  Maintenance  and  Repair  of 
Public  Buildings  (a)  275-350 

Under  direction  of  the  Superintendent  of  Maintenance  and 
Repair  of  Public  Buildings,  assists  in  supervising  the  repair  of 
ublic  buildings,  which  duty  involves  the  requisitioning  of 
laterials  and  assignment  of  men. 

10.  Superintendent   of    Maintenance   and    Repair    of   Public 
Buildings—  (a)  325-425 

In  charge  of  the  maintenance  of  all  public  buildings  except 
:hool  buildings  and  the  repair  of  all  public  buildings. 

A  51-100 — Bricklaying  Subdivision 

52.  Hodcarrier —        (s)  Wd  -f-  $1  a  day  for  work  underground 

and  $1.20  a  day  for  tending  plasterer. 
Mixes  mortar,  carries  brick,  mortar  and  other  materials,  and 
enerally  assists  a  bricklayer. 

56.  Bricklayer —  (s)  Ud 

Lays  brick,  terra  cotta,  and  other  similar  materials  in  the 
instruction  and  repair  of  sewers,  cesspools,  manholes,  and 
Mieral  building  operations;  requires  journeyman  skill  and 
cperience. 

58.  Marble  Setter's  Helper—  (s)  6J0d 

Assists  a  marble  setter  in  setting  marble  floors. 

60.  Marble  Setter—  (s)  10.50d 

Sets  marble  floors  in  cement  base. 

62.  Tile  Setter—  (s)  J  Id 

Prepares  surfaces  for  tiling  and  sets  tile. 
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A  101-150 — Building  Inspection  Subdivision 

This  Subdivision  includes  only  inspectional  duties  involving  en- 
forcement of  general  building  laws  and  ordinances  and,  in  the  case 
of  public  buildings,  compliance  with  approved  plans  and  specifica- 
tions. It  does  not,  however,  include  such  duties  where  professional 
engineering  qualifications  are  required. 

For  Electrical  Inspection,  see  Electrical  Trades  Division;  for 
Housing  Inspection,  see  Miscellaneous  Inspection  Division. 

A  106.  Building  Inspector—  (a)  225-265 

Inspects  (1)  construction  or  reconstruction  of  buildings  in 
an  assigned  district  to  check  conformity  with  approved  plans 
and  specifications  and  building  laws,  and  makes  reports  there- 
on; or,  as  assigned,  checks  and  approves  plans  and  specifica- 
tions for  construction  or  reconstruction  of  buildings  to  insure 
conformity  with  building  laws  and  ordinances  but  not  involv- 
ing checking  plans  or  specifications  requiring  engineering 
knowledge;  or  (2)  inspects  the  construction  of  public  buildings 
to  insure  conformity  of  workmanship  and  all  materials  and 
installations  to  plans  and  specifications,  and  interprets  plans 
and  specifications  for  contractors  and  foremen. 


A  151-200 — Carpentry  Subdivision 


A  154.  Carpenter—  (s)  Wd 

Performs  general  carpentering  duties  such  as  fashioning, 
joining,  assembling,  erecting,  or  fastening  materials  of  wood, 
hollow  metal,  cork,  compo  board,  or  fiber;  lays  asphalt  shingles;  A 
makes  or  repairs  furniture,  cabinets,  lockers,  and  other  articles 
of  wood;  requires  the  experience  and  skill  of  a  journeyman 
carpenter. 

A    155.  Cribber—  (s)  8.80d 

Performs  duties  requiring  the  frequent  application  of  knowl- 
edge of  cribbing  of  excavations  or  trenches  such  as  may  be 
involved  in  the  installation  or  repair  of  sewers  or  side  sewers. 

A  156.  Patternmaker —  (s)  12d 

Makes  or  constructs  patterns  for  high  pressure  pipe  line 
fittings  and  valves  from  blue  prints  and  repairs  such  patterns; 
also  constructs  Fire  Department  ladders  according  to  specifica- 
tions, and  in  addition  makes  and  repairs  cabinets,  repairs  auto- 
mobile body  panels,  and  performs  other  similar  and  related 
work  as  assigned. 

A  158.  Sub-Foreman  Carpenter—  (s)  10.50d 

Performs  the  duties  of  a  Carpenter,  and  in  addition  plans 
and  directs  the  work  of  a  group  of  Carpenters  and  occasionally 
of  allied  crafts  assigned  to  his  supervision;  also  estimates  costs, 
requisitions  materials  and  checks  delivery  of  same  and  keeps 
time  of  subordinates. 

A  160.  Foreman  Carpenter —  (a)  lOd 

A  160b.  Foreman  Carpenter,  Board  of  Education 
A   160c.  Foreman  Carpenter,  Public  Utilities  Commission 
Regularly  plans  and  directs  the  work  of  groups  of  Carpenters 
and,   on   occasion,   the    work   of   allied   crafts    assigned   to   his 
supervision,    also    estimates    costs,    requisitions    materials    andjtsi 
checks  delivery  of  same,  and  keeps  time  of  subordinates. 
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A  160.1.  Foreman  Carpenter,  Department  of  Public 

Works—  (a)  lOd 

Under  the  general  direction  of  the  General  Foreman  Car- 
oenter,  regularly  plans  and  directs  the  work  of  groups  of 
carpenters  and  on  occasion  the  work  of  allied  crafts  assigned 
to  his  supervision;  also  estimates  costs,  requisitions  materials 
ind  checks  delivery  of  same,  and  keeps  time  of  subordinates. 

A  161.  General  Foreman  Carpenter,  Department  of  Public 
Works—  (b)   300 

Regularly  plans  and  directs  the  work  of  several  groups  of 
:arpenters  working  simultaneously  at  different  locations;  regu- 
arly  inspects  buildings  of  the  Fire  Department;  inspects  prog- 
ess  and  completion  of  work  being  done  on  other  buildings; 
issigns  necessary  repair  work;  estimates  costs;  requisitions 
naterials  and  checks  delivery  of  same;  and  performs  other 
elated  duties. 

\  165.  Stage  Carpenter—  (s)  12.50d 

Responsible  for  building  sets,  scenes  and  drops  on  stage. 
Works  from  plans.  Maintains  and  repairs  general  physical 
equipment  including  counterweights  at  the  War  Memorial 
Buildings.  Must  have  the  qualifications  of  a  journeyman  car- 
penter and  have  experience  in  stage  work. 

\  170.   Stage  Property  Man—  (s)  12.50d 

Responsible  for  arranging  for  and  securing  necessary  furni- 
ure  and  other  properties  to  dress  the  set  for  performances  at 
he  War  Memorial  Buildings.  Works  from  plans.  Also  builds 
special  properties  as  may  be  needed. 

\  172.  Repair  Foreman—  (b)  300 

Subject  to  general  supervision,  directs  the  construction  and 
epair  of  flumes,  pipe  lines,  dams,  trestles,  roads,  camps,  rail- 
oad  structures,  etc.,  such  as  are  necessary  in  the  power  opera- 
ive  division.  May  as  assigned  prepare  plans  for  such  struc- 
ures  and  estimates  of  costs.  Sees  that  rules  relating  to  sanita- 
ion  and  safety  are  enforced,  and  performs  related  duties. 

A  201-250 — Cement  Finishing  Subdivision 

V  202.  Cement  Finisher's  Helper—  (s)  9d 

Prepares  materials  and  generally  assists  a  Cement  Finisher 
is  directed  when  such  duties  involve  the  use  of  tools  of  the 
rade  in  the  proper  levelling  and  finishing  of  cement  work. 

*.  204.  Cement  Finisher—  (s)  lOd 

Surfaces  and  finishes  all  classes  of  cement  work,  such  as 
loors,  steps,  sidewalks,  curbs,  gutters,  and  street  joints;  directs 
he  work  of  Laborers,  Helpers,  and  others  engaged  in  excavat- 
ng  and  grading  preparatory  to  such  work  and  also  the  mixing, 
>ouring  and  tamping  of  cement  or  concrete  for  such  work; 
equires  the  experience  and  skill  of  a  journeyman  cemlent 
inisher. 

V  208.  General  Foreman  Cement  Finisher, 

Department  of  Public  Works —  (b)  300 

Regularly  plans  and  directs  the  work  of  a  group  of  Cement 

Mnishers   working  simultaneously   at  different   locations;   also 

:stimates  costs,   requisitions   materials  and  checks  delivery  of 

ame,  and  keeps  time  of  subordinates. 
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A  251-300 — Glazing  Subdivision 

A  252.  Glazier—  (s)  9.70d 

Cuts,  fits,  fastens,  sets,  and  installs  glass  wherever  required, 
such  as  in  windows,  skylights,  and  doors;  requires  the  experi 
ence  and  skill  of  a  journeyman  glazier. 

A  253.  Sub-Foreman  Glazier—  (s)  10.20d 

Performs  the  duties  of  a  Glazier,  and  in  addition  plans  and 

directs  the  work  of  other  Glaziers;  also  requisitions  and  checks 

delivery  of  materials  and  keeps  time  of  subordinates. 

A  301-350 — Locksmithing  Subdivision 

A  302.  Locksmith —  (s)  10c 

Repairs  locks  and  door  checks;  fits  and  makes  keys. 

A  351-390 — Painting  Subdivision 

A  354.  Painter—  (s)  Wd 

Paints,  stains,  enamels,  varnishes,  polishes,  and  finishes  sur- 
faces, including  the  preparation  of  such  surfaces  for  painting 
matches  colors  and  mixes  paints,  varnishes,  enamels  and  stains; 
applies  water  colors  and  tints;  does  filling,  staining,  and  orig- 
inal waxing  of  floors;  and  performs  such  other  similar  dutie; 
as  require  the  experience  and  skill  of  a  journeyman  painter. 

A  357.  Foreman  Painter —  (s)  lie 

Under  the  supervision  of  the  General  Foreman  Painter,  regu 
larly  plans  and  directs  the  work  of  groups  of  painters;  requisi 
tions  and  checks  delivery  of  material;  and  keeps  time  of  sub- 
ordinates. 

A  358.  General  Foreman  Painter, 

Department  of  Public  Works—  (b)   30C 

Regularly  plans  and  directs  the  work  of  several  groups  oi 
Painters  working  simultaneously  at  different  locations;  alsc 
estimates  costs,  requisitions  materials  and  checks  delivery  oi 
same,  and  keeps  time  of  subordinates. 


A  359.  Scenic  Artist—  (s)  2.25h 

Plans,  paints,  and  finishes  stage  interiors  or  exteriors;  in 
volves  the  skill  of  a  Journeyman  Scenic  Artist. 

A  364.  Car  and  Auto  Painter—  (s)  lOi 

Paints,  varnishes,  stripes,  and  letters  automobiles,  stree 
cars,  equipment,  or  furniture  and  prepares  surfaces  anc 
matches  colors  therefor;  requires  the  experience  and  skill  o 
a  journeyman  painter  and  the  ability  to  do  striping  and  letter 
ing  and  to  apply  gold  leaf. 

A  370.  General  Foreman,  Car  and  Auto  Paint  Shop, 

Municipal  Railway —  (b)  30( 

Regularly  plans  and  directs  the  work  of  Car  and  Autc 
Painters  of  the  Municipal  Railway;  also  makes  stencils  foi 
lettering,  estimates  costs,  requisitions  and  checks  delivery  o 
materials,  and  keeps  time  of  subordinates. 

A  391-400 — Plastering  Subdivision  t<« 

h 

A  392.  Plasterer—  (s)  13.33Sk 

Surfaces    and    finishes    walls,    ceilings,    and    partitions    witl  at: 
plaster  or  mortar;  when  necessary,  directs  the  work  of  other! 
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n  mixing  and  transporting  same;  requires  the  experience  of  a 
journeyman  plasterer. 

A  396.  Lather—  (s)  12.80d 

Attaches  metal,  composition  and  wooden  laths  to  surfaces. 

A  401-450 — Plumbing  Subdivision 

A.  404.  Plumber—  (s)  11.20d 

Installs    or    repairs    piping    used    for    water,    waste,    supply 

eaders,  soil,  sewage,  fire,  or  vent  lines,  filters,  water  systems 

n  buildings  and  grounds,  sprinkler  systems,  pneumatic  con- 
yors,  built-in  vacuum  or  cleaning  systems  and  oil  or  gaso- 

ine    lines,    and    performs    other    similar    duties    requiring    the 

xperience  and  skill  of  a  journeyman  plumber. 

A.  408.  General  Foreman  Plumber, 

Department  of  Public  Works —  (b)  330 

Regularly  plans  and  directs  the  work  of  several  groups  of 
slumbers  working  simultaneously  at  different  locations;  also 
:stimates  costs,  requisitions  materials  and  checks  delivery  of 
same,  and  keeps  time  of  subordinates. 

A  412.  Plumbing  Inspector—  (a)  225-275 

Under  the  direction  of  the  Chief  Plumbing  Inspector,  in- 
pects  materials  and  workmanship  of  plumbing  in  buildings 
inder  construction  in  an  assigned  district,  to  insure  conformity 
vith  laws  and  ordinances  and  with  approved  plans  and  speci- 
lcations;  reports  violations  and  orders  changes,  or  halts  opera- 
ions  or  makes  arrests;  orders  repairs;  investigates  complaints 
md  makes  reports  thereon;  requires  the  qualifications  of  a 
naster  plumber,  or  a  foreman  plumber,  or  a  journeyman 
dumber. 

\  416.  Chief  Plumbing  Inspector—  (a)  275-325 

Directs  a  group  of  Plumbing  Inspectors;  checks  plumbing 
dans  and  specifications  of  proposed  buildings  to  insure  con- 
ormity  with  laws  and  ordinances;  in  case  of  violations,  orders 
:hanges,  repairs,  suspension  of  work,  or  arrests;  assists  in 
>reparing  examinations  for  licenses  for  master  plumbers  and 
:ollects  fees  for  such  licenses. 

A  451-500 — Sheet  Metal  Subdivision 

^  456.  Sheet  Metal  Worker—  (s)  Wd 

Lays  out,  cuts,  forms,  rivets,  solders,  welds,  finishes  and  in- 
talls   all   classes   of  sheet  metal   used   in  the   construction   or 
epair   of   buildings   or   in    the    apparatus   or   furnishings   used 
herein;  requires  the  skill  and  experience  of  a  journeyman  sheet 
etal  worker. 

^  458.  Sub-Foreman  Sheet  Metal  Worker—  (s)  10.50d 

Performs  the  duties  of  a  Sheet  Metal  Worker,  and  in  addi- 
ion  plans  and  directs  the  work  of  other  Sheet  Metal  Workers; 
lso  keeps   time  of  subordinates. 

l  460.  General  Foreman  Sheet  Metal  Worker—  (b)  300 

Regularly  plans  and   directs  the  work  of  several  groups  of 

iheet  Metal  Workers  working  simultaneously  at  different  lo- 

ations;  also  estimates  costs;  requisitions  materials  and  checks 

^  elivery  of  same;  keeps  time  of  subordinates. 

[31] 


A  501-550 — Steatnfitting  Subdivision 

A  504.  Steamfitter—  (s)  lid 

Installs  or  repairs  piping,  fixtures,  pumps,  or  other  appur 
tenances  connected  with  high  or  low  pressure  steam  plants 
including  all  piping  used  for  power  or  heating  purposes;  re- 
quires the  experience  and  skill  of  a  journeyman  steamfitter. 

A  506.  General  Foreman  Steamfitter—  (b)  325 

Regularly  plans  and  directs  the  work  of  several  groups  of 
Steamfitters  working  simultaneously  at  different  locations 
also  estimates  costs;  requisitions  materials  and  checks  delivery 
of  same;  keeps  time  of  subordinates. 

A  551-553 — Apprentice  Subdivision 

A  551.  Apprentice  (For  all  trades  and  skilled  occupations, 
well  as  for  building  trades)— 

(s)  40%  of  the  rate  of  craft  for  first  year 

50%  second  year 

65%  third  year 

80%  fourth  year 

During  a  prescribed  course  of  apprenticeship  and  under  the 

direction  of  a  journeyman,  performs  the  duties  of  a  trade,  or 

skilled  occupation,  involving  the  use  of  tools  of  the  craft. 

A  600-650 — Roofing  Subdivision 

A  600.  Roofer—  (s)  1.21h 

Removes  and  installs  all  types  of  roofing  materials  and  sub 
stitutes  for  roofing  materials  when  used  for  roofing  or  damp 
proofing;  operates  equipment  necessary  to  dress,  punch  and 
cut  slate  and  tile;  requires  experience  and  skill  of  a  journey- 
man roofer. 
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DIVISION  B 
CLERICAL  SERVICE 

This  Division  includes  duties  which  are  chiefly  clerical  and  also 
executive  duties  which  are  not  included  in  other  Divisions  for  bet- 
er  comparison  with  related  employments. 

B  1-50 — Accounting  Subdivision 

3  4.  Bookkeeper—  (a)   175-185 

Performs  duties  requiring  a  knowledge  of  bookkeeping  prin- 
:iples  and  practice,  the  application  of  that  knowledge,  and  the 
xercise  of  discretionary  judgment  as  to  the  allocation  of 
redit  and  debit  items  to  various  accounts,  or  under  direction 
>erforms  duties  requiring  some  knowledge  of  accounting  prac- 
ice.  For  example: 

(a)  Under  direction,  assists  in  the  maintenance  of  a  complex 
lassification  of  accounts  involving  the  posting  of  entries  and 
he  balancing  of  books  of  account  maintained  for  purposes  of 
ontrol  or  analysis  of  funds,  and  requiring  the  exercise  of  dis- 
retionary  judgment  as  to  the  proper  allocation  of  items  in 
uch  classification. 

(b)  Maintains  a  relatively  simple  classification  of  accounts, 
nvolving  the  independent  posting  and  balancing  of  books  of 
ccount  and  the  exercise  of  discretionary  judgment  as  to  allo- 
ation  of  items  in  such  classification. 

(c)  Under    direction,    assists    in    auditing    departmental    or 
ther  accounts  and  the  preparation  of  various  accounting  or    » 
uditing  reports. 


I  6.   Senior  Bookkeeper—  (a)  190-235 

B  6a.  Senior  Bookkeeper,  Controller's  Office 

B  6b.  Senior  Bookkeeper,  Public  Utilities  Commission 

B  6c.  Senior  Bookkeeper,  Juvenile  Court 

Under  general  direction  only,  performs  duties  requiring  a 
nowledge  of  bookkeeping  principles  and  practice  and  the 
pplication  of  that  knowledge,  and  involving  responsibility  for 

complete  set  of  accounting  records  which  is  relatively  corn- 
lex.  For  example: 

(a)  Maintains  the  accounting  records  of  a  major  operation, 
uch  as  Hetch  Hetchy  construction  or  the  Municipal  Railway. 

(b)  Maintains  the  accounting  records  of  a  group  of  smaller 
perations,  such  as  all  operations  under  the  Department  of 
'ublic  Works. 

(c)  Under  general  supervision  only,  maintains  other  com- 
lete  and  complex  bookkeeping  records  involving  the  exercise 
f  independent  discretionary  judgment. 

7.  Assistant  Supervisor  of  Disbursements, 

Controller's  Office—  (i)  240-260 

Assists  the  Supervisor  of  Disbursements  in  supervising  the 
erformance  of  those  duties  and  functions  under  his  direction 
id  in  addition  thereto  is  directly  responsible  for  such  phases 
these  operations  as  are  assigned  from  time  to  time.  Re- 
uires  the  qualifications  of  a  Senior  Bookkeeper  or  Book- 
jeper. 

8.  Supervisor  of  Disbursements, 

Controller's  Office —  (i)  275-325 

Subject  to  the  general  direction  of  the  Controller,  supervises 
id  is  responsible  for  the  auditing,  recording  and  reporting  of 
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all  encumbrances  and  expenditures  against  duly  authorized 
appropriations  and  including  the  preparation  of  vouchers  and 
warrants.  Involves  the,,  supervision  of  the  staff  of  the  Con- 
troller's disbursement  office.  Requires  the  qualifications  of 
Senior  Bookkeeper,  executive  ability  and  a  knowledge  of  fund 
and  appropriation  accounting  and  the  laws  applicable  thereto 

B  9.  Supervisor  of  Financial  Reports, 

Board  of  Education—  (i)  190-23 

Under  the  direction  of  the  Senior  Accountant,  performs 
duties  requiring  a  thorough  knowledge  of  the  rules  and  regula- 
tions of  the  State  Department  of  Education  regarding  fisca 
matters  and  the  school  code  relative  thereto,  and  including  c 
knowledge  of  accounting  principles;  prepares  journal  vouchers 
setting  up  detail  for  the  general  ledger  including  transfer  oi 
funds;  aids  in  the  preparation  of  the  annual  budget  and  its  re 
construction  for  accommodation  to  forms  required  by  the  Stat( 
Department  of  Education;  prepares  required  reports  regarding 
financial  matters  to  the  State  Department  of  Education  anc 
the  Federal  government;  prepares  Superintendent's  annual  re- 
port regarding  financial  condition  and  cost  of  operations,  in 
eluding  statistical  comparisons  and  other  fiscal  matters;  recon 
ciles  appropriations  and  expenditures  records  monthly  witf 
Controller's  office;  prepares  such  other  reports  as  may  be  re- 
quired; supervises  assistants. 

B   10.  Accountant—  (a)  240-26( 

B   10a.  Accountant,  Controller's  Office 

Under  general  supervision,  maintains  important  accounting 
operations  requiring  the  constant  exercise  of  independent  judg 
ment,  knowledge  and  ability  to  make  audits  and  render  report; 
pertaining  thereto,  the  ability  to  install  new  methods  and/o 
to  set  up  precedure  for  new  purposes.  For  example: 

(a)  Maintains  in  the  office  of  the  Controller  the  genera 
ledgers  and  journals  of  the  City  and  County,  and  prepares  con 
solidated  financial  statements  and  reports  based  thereon. 

(b)  Maintains  accounting  records  of  receipts,  disbursement!^' 
and  encumbrances  affecting  the  various  accounts  and  funds  ol  ' 
the  City  for  the  purpose  of  control  of  such  accounts  anJa 
funds. 

(c)  Conducts  departmental  audits  and  renders  reportF 
thereon. 


k 


B  11.  Cost  Analyst—  (i)  240-2A  f 

Under  the  general  direction  of  the  Controller,  analyzes  ap 
propriations  and  expenditures  of  all  inspecting  department 
and  bureaus  in  the  preparation  of  cost  analyses  of  regulator 
and  inspectional  services  rendered  by  the  city  to  the  publi 
for  which  a  charge  is  made,  for  the  purpose  of  setting  prope 
fees  for  such  services:  prepares  drafts  of  related  ordinance 
for  presentation  to  the  board  of  supervisors  and  city  attorney 
appears  before  committees  as  needed  and  consults  with  depart^' 
ment  heads  in  connection  with  the  establishment  of  licens 
fees:  may  prepare  other  cost  analyses  as  directed  and  supervis 
work  of  subordinates. 


B   14.  Senior  Accountant—  (a)  275-32 

Performs  duties  requiring  the  Qualifications  of  an  Account 
ant  and  involving  final  responsibility  for  pecounting  record 
of  a  department  or  bureau  such  as  the  Board  of  Educatior 
Department  of  Public  Health,  Controller's  Office,  Treasurer' 
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Office,  or  Municipal  Railway,  and  in  addition  directs  the  work 
of  subordinates  engaged  in  bookkeeping  and  related  work. 

B  20.  Financial  Expert, 

Chief  Administrative  Officer—  (b)  350-400 

Checks  and  analyzes  budget  estimates  submitted  to  the 
Chief  Administrative  Officer  by  departments  under  his  control 
and  makes  recommendations  for  adjusting  or  revising  same 
prior  to  submission  to  Controller.  Maintains  adequate  ac- 
counts of  appropriations,  encumbrances  and  expenditures  to 
provide  necessary  control  of  these.  Performs  such  other 
similar  duties  and  related  duties  as  mav  be  required.  (Duties 
transferred  from  Board  of  Supervisors.) 

B  21.  Chief  Assistant  Controller—  (b)    550-650 

Subject  to  approval  of  the  Controller,  acts  as  Chief  Assistant 
!t  to  the  Controller  in  directing  and  supervising  the  accounting 
and  auditing  procedure  in  the  Controller's  office,  involving 
n(  supervision  of  employes  engaged  thereon,  and  in  directing  and 
supervising  the  auditing  of  accounts  of  all  city  and  county 
departments.  Recommends  new  methods  and  systems  of  ac- 
:ounts  and  records  for  control  of  accounts  of  the  city  and 
ounty.  Performs  the  duties  heretofore  performed  by  the 
County  Accountant  and  such  other  duties  as  may  be  assigned 
equiring  accounting  knowledge  and  experience.  Acts  for 
he  Controller  in  his  absence. 

B  22.  Assistant   Supervisor,   Bureau  of  Accounts, 

Public  Utilities  Commission —  (b)  400-500 

Assists  in  supervising,  directing  and  coordinating  the  proper 
iccounting  of  fiscal  transactions  and  conditions  relating  to 
operations,  maintenance,  extension,  valuation  and  ownership 
)f  the  various  utilities  under  the  jurisdiction  of  the  Public  Util- 
ties  Commission  as  provided  by  charter.  Involves  a  thorough 
knowledge  of  utilities  accounting  and  auditing  and  knowledge 
if  State  Railroad  Commission  regulations  and  requirements. 

i  3  24.  Auditor,  Water  Department—  (b)  600-750 

Under    general    direction    only,    supervises    and    directs    the 

ijiuditing  and  accounting  functions   of   the   Water   Department, 

nvolving   responsibility    for    the    examination    of    all    financial 

ransactions   and   the   proper   accounting  and   control   of  these. 

repares  data  for   determination   of   financial   policy  regarding 

lepreciation    of    physical    properties    and    proper    water    rate 

j  chedules. 

i  I  25.  Business  Manager, 

Public  Welfare  Department—  (b)  275-350 

Subject  to  administrative  approval,  supervises  and  is  respon- 
ible  for  all  accounting,  purchasing,  and  clerical  procedures  of 
he  Public  Welfare  Department,  including  disbursement  of 
Bids,  preparation  of  all  financial  and  statistical  reports, 
ludgets,  time  rolls,  requisitions  for  employment,  requisitions 
or  supplies  and  equipment,  contractual  services,  inventories, 
nd  personnel  records;  assigns  and  supervises  clerical  cni- 
loyees;  performs  other  related  work  as  required. 

i  26.  Supervisor,  Budget  Statistics—  (b)   245-275 

Under  general  direction  of  the  Controller,  is  responsible  For 
erifying,  analyzing  and  consolidating  budget  estimates  and 
he  preparation  of  tentative  draft  of  the  Annual  Appropriation 
|pdinances;  supervises  the  maintenance  of  budgetary  statistics 
nd  budget  history,  including  supplemental  appropriations  and 

I  35  I 


appropriation  transfers;  maintains  operating  budgetary  control 
by  detailed  objects  of  expenditure;  supervises  subordinates; 
and  is  required  to  have  a  thorough  knowledge  of  bookkeeping, 
and  accounting  and  auditing  procedure. 

B  27.  Supervisor  of  Accounts  and  Reports, 

Controller's  Office—  (b)  350-400 

Under  the  general  direction  of  the  Controller,  supervises  the 
maintenance  of  general  and  control  records  of  the  city  and 
county;  directs  audit  and  control  procedures  involving  expense 
and  outlay  accounts,  auditing  and  extension  of  tax  rolls,  ap- 
proval of  warrants  and  state  settlements,  payments  for  bond 
interest  and  redemption,  monthly  revision  of  estimates  of 
revenue  and  expense.  Prepares  annual  and  quarterly  financial 
reports,  reports  to  the  Bureau  of  Census,  State  Controller, 
and  reports  of  cash  position  of  funds  and  special  requirements 
of  Controller;  performs  other  related  work  as  required. 

B  28.  Supervisor,  General  Audits—  (b)  350-400 

Under  the  general  direction  of  the  Controller,  supervises  the 
audits  of  the  accounts  of  all  boards,  officers  and  employees  of 
the  general  city  and  county  departments  charged  in  any  man- 
ner with  the  custody,  collection  and  disbursement  of  funds; 
supervises  the  monthly  audits  of  all  moneys  coming  into  the 
hands  of  the  Treasurer;  conducts  a  monthly  audit  of  each 
department's  revolving  fund;  makes  investigations  pursuant 
to  the  provisions  of  the  Charter  and  Contract  Procedure  Ordi- 
nance; designs  and  installs  departmental  fiscal  procedures; 
conducts  special  investigations;  supervises  an  audit  staff;  re- 
quires thorough  knowledge  of  municipal  accounting  and  audit- 
ing. 

B  30.  Supervisor,  Utilities  Audits—  (b)  350-400 

Under  the  general  direction  of  the  Controller,  supervises  the 
audits  of  the  accounts  of  all  utilities  and  employees  thereof 
charged  in  any  manner  with  the  custody,  collection  and  dis 
bursement  of  funds;  conducts  a  monthly  audit  of  each  utility's 
revolving  fund;  makes  investigations  pursuant  to  the  provi 
sions  of  the  Charter  and  Contract  Procedure  Ordinance;  de- 
signs and  installs  fiscal  procedures  for  utilities;  conducts  spe 
cial  investigations:  supervises  an  audit  staff.  Requires  thorough 
knowledge  of  utility  accounting  and  auditing. 


B  31.  Supervisor,  Bureau  of  Cost  Accounts, 

Department  of  Public  Works—  (b)  275-325 

Under  general  direction  of  the  Director  of  Public  Works 
supervises  the  work  of  the  Bureau  of  Accounts,  Departmen 
of  Public  Works;  is  responsible  for  the  maintenance  of  a|| 
cost  records,  payrolls,  departmental  inventories,  billing  for  re 
imbursable  operations,  and  exercise  of  budgetary  control  of  al^ 
functions  of  the  department  with  the  exception  of  those  of  th( 
Bureaus  of  Engineering  and  Architecture;  presents  pertinen 
reports  and  performs  related  duties,  as  required. 


Bee 

B  32.  Business  Manager,  Recreation  Department —  mj 

(b)  275-35J  Eer 
Under  the  supervision  of  the  Superintendent  of  the  DepartfieA 
ment  and  subject  to  the  approval  of  the  Commission  trans 
mitted  through  the  Superintendent,  has  charge  of  all  clerica 
and  accounting  procedure  of  the  Department;  is  responsible  foi 
the  maintenance  and  repair  of  all  the  physical  properties  whicl 
are  under  the  jurisdiction  of  the  Commission;  supervises  th 
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budgetary  and  fiscal  matters  arising/  in  the  Department;  and 
cooperates  with  the  controller  to  the  end   that  all  budgetary 
and  fiscal  regulations  are  complied  with;  certifies  to  the  Super- 
intendent as  to  the  availability  of  funds  ta  meet  any  liability 
arising  on  contracts  or  purchase  orders  before  said  contract  is 
(entered    into,    or    purchase   order    placed    with   the    purchaser; 
Ijmakes   monthly   reports   on  all   contracts   entered  into  by  the 
.[Commission;  prepares  a  semi-annual  inventory  of  all  personal 
ijproperty  of  the  Department;  attends  all  meetings  of  the  Com- 
:|mission*  makes  reports  to  the  Superintendent  concerning  the 
.[matters  under  his  jurisdiction,  written  reports  to  be  made  to 
jlthe    Superintendent    periodically    and    at    such    other    times    as 
ifrnay   be    directed   by    the    Superintendent    or   the    Commission 
through   the   Superintendent,   copies   of  which   written  reports 
shall  be  filed  with  the  Recreation  Commission. 

B   51-101 — Administrative  and  Executive  Clerk 
Subdivision 

This  Subdivision  includes  only  those  duties  which  involve  the 
iirection,  subject  to  administrative  approval  only,  of  separate  de- 
partments the  work  of  which  is  largely  clerical,  or  which  involve 
'he  supervision,  under  general  direction  only,  of  a  large  organiza- 
ion  with  varied  duties  or  of  a  smaller  organization  the  duties  of 
which  are  highly  complicated. 

B  53.   Director  of  Public  Relations, 

Public  Utilities  Commission —  (b)  350-450 

Compiles  and  prepares  reports,  statistics  and  data  regarding 
)peration  of  public  utilities  involving  research  into  operation 
Policies  and  procedure  of  the  San   Francisco  utilities  as  conv- 

Jjared  with  other  utilities.  Prepares  annual  reports  of  utilities; 
>repares  data  and  publicity  for  release  and  dissemination  to 
he  newspapers,  periodicals,  civic  organizations  and  other 
:hannels  for  the  purpose  of  acquainting  the  public  generally 
vith  the  operation  and  condition  of  the  public  utilities  of  the 
3ity  and  County.  Investigates  complaints  and  service  difficul- 
ies  and  prepares  recommendation  for  elimination  of  the  causes 
if  complaints  and  difficulties.  Exercises  general  supervision  of 

j  he  Complaint  Divisions  of  the  various  utilities;  organizes 
ourses  of  instruction  for  employees  to  improve  utilities 
ervice. 


J  55.  Supervisor  of  Pay  Rolls—  (b)  250-325 

*  Under  the  supervision  of  the  Controller,  supervises  prepara- 
rks  ion  of  time  rolls,  checks  and  computes  pay  rolls  and  prepares 
id  hecks  for  distribution  to  employees  for  all  departments  of  the 
al  itv  and  county,  involving  responsibility  for  supervision  of 
re  ubordinates  preparing  such  time  rolls  and  pay  rolls,  and  with- 
[1  olding  checks  not  approved  for  payment. 
t 

lit  I  57.  Secretary,  Art  Commission—  (b)  250-300 

Subject    to    administrative   approval,    maintains    a    record   of 

roceedings  and  acts  of  the  Art  Commission;  receives  answers 

nd    files    correspondence    of    the    Commission    and    performs 

35  ther    duties    incidental    to    administration    of    the    duties    of 

ft  ie  Art  Commission.  Requires  a  knowledge  of  laws  governing 

J  ne  duties,   responsibilities   and   functions   of   the   Commission. 

;„!  58.  Secretary,  Board  of  Education —  (b)  350-450 

;c    Subject  to  approval  of  the  Board  of  Education,  has  charge 

f  the  secretarial,  accounting  and  other  functions  of  the  Board 
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of  Education  except  teaching  and  educational  functions,  and 
maintenance  and  operation  of  physical  properties.  Involves  su- 
pervision and  direction  of  all  employees  of  the  Board  except 
teaching  and  maintenance  personnel. 

B  59.  Secretary,  Board  of  Trustees, 

War  Memorial—  (b)  250-325 

Suhject  to  approval  of  the  Board  of  Trustees  of  the  War 
Memorial,  acts  as  Secretary  to  the  Board  involving  respon- 
sibility for  maintenance  of  proper  records  of  the  actions  of  the 
Board,  records  of  operation,  certifying  pay  rolls,  invoices  and 
requisitions;  assists  in  supervising  the  management,  main- 
tenance and  operation  of  the  buildings  and  grounds  under  the 
jurisdiction  of  the  Board;  performs  such  other  duties  as  may 
be  assigned. 

B  60.  Secretary,  Public  Utilities  Commission—         (b)  275-350 

Subject  to  administrative  approval,  acts  as  Secretary  of  the 
Public  Utilities  Commission  involving  responsibility  for  the 
maintenance  of  proper  record  of  the  official  acts  of  the  Com- 
mission and  the  preparation  of  calendars,  etc.;  responsible  for 
the  work  of  the  general  office  of  the  Commission  requiring  a 
knowledge  of  proper  contract  procedure  and  charter  provisions 
relating  to  the  powers  and  duties  of  the  Public  Utilities  Com- 
mission; transmits  orders  of  the  Manager  of  Utilities  to  the 
various  bureaus  and  officers  of  the  Public  Utilities  Commis 
sion,  and  performs  such  other  duties  as  may  be  assigned  by 
the  Manager  of  Utilities. 


B  61.   Secretary,  Board  of  Permit  Appeals —  (b)  225-275 

Subject  to  administrative  approval,  maintains  records  of  pro- 
ceedings and  acts  of  the  Board  of  Permit  Appeals,  receives 
answers  and  files  correspondence  of  the  Board  and  performs 
other  duties  incidental  to  administration  of  the  duties  of  the 
Board  of  Permit  Appeals,  requiring  a  knowledge  of  the  laws  n 
governing  the  duties,  responsibilities  and  functions  of  the 
Board  of  Permit  Appeals. 


B  62.  Chief  Clerk  of  Elections 

Registrar's  Office—  (a)  250-325 

Under  general  direction  only,  assists  in  the  administration  ol 
those  units  of  the  Registrar's  Office  which  conduct  elec 
tions  and  distribute  materials  and  equipment  for  elections  an^ 
return  same  after  elections;  also  checks  the  validity  of  meas 
ures  intended  for  the  ballot  and  selects  and  instructs  electiorjjy, 
officers. 


B  64.  Chief  Clerk  of  Registration, 

Registrar's  Office—  (a)  250-32! 

Under  general  direction  only,  assists  in  the  administrator  |f 
of  those  units  of  the  Registrar's  Office  which  receive 
check,  and  file  affidavits  of  registration,  including  field  regis 
tration,  maintain  statistical  records  as  to  registration,  check  th< 
signatures  on  petitions,  periodically  precinct  the  city  for  elec 
tion  purposes,  attend  to  the  mailing  of  election  notices,  sample 
ballots,  etc.,  and  compile  official  election  returns. 


Vr 


B  66.  Registrar  of  Voters—  (b)   416.66-50(  je 

Responsible    for    administering    the    office    and    functions    o  (r. 
Registrar    of    Voters;     directs    the    work    of    the    Registrar' 
Office,  including  the  registration  of  voters,  the  conducting  o  or 
elections,    and   the   maintenance    of   official   records   connectei  ffr 
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therewith;    responsible   for   seeing  that   the   state   laws   regard- 
ing elections  and  registrations  are  complied  with. 

B  68.  Chief  Clerk,  Fire  Department—  (a)  275-350 

Subject  to  administrative  approval,  acts  as  secretary  of  the 
Board  of  Fire  Commissioners  and  directs  the  keeping  of  per- 
sonnel records,  the  preparation  of  payrolls,  and  the  distribu- 
tion of  material  costs. 

B  69.  Secretary,  Coordinating  Council—  (b)  325-375 

Acts  as  secretary  and  executive  officer  of  the  Coordinating 
Council;  carries  out  the  policies  and  programs  of  the  Council 
n  connection  with  coordinating  activities  of  public  depart- 
ments and  organizations  dealing  with  problems  concerning  the 
youth  of  San   Francisco;  studies  needs  for,  and  assists  district 

ouncils  in  preparing  programs  to  develop  a  better  under- 
Standing  of  community   problems   and  resources;   studies   pro- 

osed  legislation  relative  to  minors  and  prepares  recommenda- 

ons  therefor,  and  proposes  legislation  in  the  interests  of  child 
welfare;  prepares  and  submits  such  legislation  for  the  consid- 

ration  and  approval  of  the  Coordinating  Council;  performs 
Dther  related  work  as  required. 

72.  Secretary,  Board  of  Library  Trustees —  (b)  250-325 

Maintains  a  complete  record  of  all  acts  and  transactions  of 
he  Board  of  Library  Trustees;  directs  the  maintenance  of 
jroper  accounting  records  of  expenditures  and  receipts  of  the 
ibrary;  exercises  general  supervision  over  maintenance  of 
juildings. 

73.  Exposition  Hostess —  (b)  200 
Acts   as    receptionist    at    the    San    Francisco    Fair    Building; 

eceives  guests;  consults  with  them  regarding  their  preference 
n  entertainment  and  arranges  schedules  for  them;  assists  vis- 
ing women  guests  with  special  problems  of  transportation, 
ousing,  shopping,  entertainment,  etc.;  handles  requests  of 
romen's  organizations  for  use  of  the  San  Francisco  Building 
nd  cooperates  with  them  in  planning  and  carrying  out  their 
ctivities;  performs  other  related  duties  as  required. 

J  74.  Confidential  Secretary  to  the  Mayor—  (a)  300-375 

Under  general  direction  of  the  Mayor  and  Executive  Secre- 
ry,  assists  in  performing  the  duties  of  the  Executive  Secre- 

iry  to  the   Mayor,   and   performs   such   confidential   duties   as 

lay  be  assigned. 

\  76.  Executive  Secretary  to  the  Mayor—  (a)  350-450 

Under  the  general  direction  of  the  Mayor,  represents  the 
favor  as  requested  officially  at  public  meetings  and  functions, 
ssists    in    maintaining    contacts    with    municipal    departments 

d  other  governmental  agencies,  subject  to  the  approval  of 
le  Mayor.  Supervises  and  directs  the  activities  of  the  person- 
el  of  the  Mayor's  office.  Supervises  and  directs  publicity  and 
ublic  relations  of  the  office. 


;; 


|  77.   Executive  Secretary  to  the  Manager 

of   Utilities—  (b)   300-375 

Acts  as  administrative  assistant  to  the  Manager  of  Utilities: 
insmits  instructions  of  Manager  to  division  heads,  and,  in 
ie  absence  of  the  Manager,  instructs  division  heads  in  mat- 
involving  Manager's  discretion;  organizes  and  supervises 
erical  details  of  Manager's  office;  examines  incoming  mail 
r  proper  referral  and  answers  correspondence  for  the  Mail 
?er;   makes   reports   on   special   inquiries;    makes   appointments 
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and    interviews    callers    on    Manager;    represents    Manager    at   j 
public  meetings  as  directed;  takes  dictation  and  performs  such 
other  related  duties  as  required. 

B  78.  San  Francisco  Exposition  Commissioner —  (b)  500  j 

Under  the  direction  of  the  Mayor  of  the  City  of  San  Fran-  I 
cisco,  acts  as  his  special  representative  at  the  Golden  Gate  1 
International  Exposition;  represents  the  Mayor  at  ceremonies,  Q 
receptions,  social  or  other  functions  whenever  necessary;  plans 
and  directs  all  details  of  social  functions  sponsored  by  the  I 
Mayor,  including  catering,  preparation  of  guest  lists,  issuing  of  | 
invitations,  securing  of  speakers,  etc.;  receives  visiting  foreign 
dignitaries,  public  officials,  and  other  guests;  schedules  and  I 
arranges  for  all  educational,  social  and  special  activities  at  the  i 
San  Francisco  Building;  acts  as  liaison  officer  between  the  I 
Exposition  officials  and  the  City  of  San  Francisco;  prepares  j: 
and  releases  news  items  and  other  publicity  regarding  par-|| 
ticipation  of  San  Francisco  at  the  Exposition;  is  responsible  i 
for  maintenance  of  the  San  Francisco  Building  and  the  ex-|i 
hibits  therein. 

B  79.  Assistant  Exposition  Commissioner —  (b)  250  j 

Assists  the  Exposition  Commissioner  in  the  performance  of  ; 
his  duties  and  assumes  responsibility  during  his  absence;  co-|, 
operates  with  civic,  fraternal  or  other  groups  or  individuals1,; 
in  planning  and  carrying  out  special  activities  at  the  San I. 
Francisco  Building;  in  addition  investigates  requests  for  use! 
of  the  San  Francisco  Building  and  makes  reports  and  sugges-|  j 
tions  thereon  to  the  Exposition  Commissioner;  keeps  schedules 
of  all  events  held  in  the  building  and  makes  reports  thereon  ,, 
to  the  Mayor;  keeps  list  of  appointments  for  the  Mayor  andjr 
arranges  for  his  attendance;  performs  other  related  duties  ash, 
required. 

B  80.  Chief  Clerk,  Recorder's  Office —  (a)  250-325(;j 

Under  general  direction  only,  assists  in  the  administration  of 
all  units  of  the  Recorder's  Office,  which  department  receives 
registers,   indexes,  and  copies   documents  to  be  recorded. 


of! 
B  81.  Recorder—  (b)  416.66-50C  E 

Subject  to  administrative  approval,  keeps  books,  records 
maps  and  papers  filed  in  his  office;  records  in  books  for  thai 
purpose,  deeds,  mortgages,  wills,  notices,  and  other  documents 
and  papers  as  provided  by  law;  keeps  such  indices  as  may  be 
required.  Supervises  the  conduct  of  his  office  and  of  its  em 
ployees. 

B  82.  Secretary- Actuary,  Retirement  System —        (a)  40O-55(  mi: 

Subject  to  administrative  approval,  acts  as  executive  office] 
of  the  Board  of  Administration,  which  involves  the  preparatiot 
and  maintenance  of  actuarial  tables,  determining  the  benefit  of 
to  which  members  of  the  system  are  entitled,  investing  th< 
funds  of  the  system,  and  responsibility  for  the  necessary  rec 
ords,  computations,  etc.,  connected  with  the  monthly  contribu 
tions  of  employees  and  of  the  City  and  County. 

B  82.1.  Assistant  Secretary- Actuary, 

Retirement  System—  (b)  300-37 

Assists  the  Secretary-Actuary  with  the  administration  of  a. 
phases  of  the  work  of  the  Retirement  System,  including  th 
settlement  of  industrial  accident,  retirement,  disability,  am 
death  claims  and  involving  the  preparation  of  actuarial  table 
and  the  analysis  of  current  actuarial  experience;  acts  as  Sec 
retary-Actuary  in  the  absence  of  that  officer 
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I  B  83.  Consulting  Actuary —  (b)  50d 

!     Analyzes    actuarial    experience    data    under    the    Retirement 
System  and  acts  in  an  advisory  capacity  in  establishing  actu- 
|  arial   policies   for   the   System,   requiring   thorough   knowledge 
land  broad  experience  in  actuarial  science. 

HB  84.  Under  Sheriff—  (a)  250-325 

••!  Under  general  direction  only,  assists  in  the  administration  of 
wall  units  of  the  Sheriff's  Office,  which  department  registers 
tlcourt  actions  and  judgments,  receives  and  accounts  for  fees 
'■for  such  registrations,  executes  the  orders  of  the  court,  at- 
taches or  sells  property,  arrests  and  incarcerates  persons,  and 
•maintains  incarcerated  persons. 

I  B  85.  Jury  Commissioner,  Municipal  Court —  (i)  300-375 

a|  Under  general  supervision,  directs  and  is  responsible  for 
•preparation  of  jury  lists  for  Municipal  Courts,  involving  secur- 
ing of  information  as  to  qualifications  for  jury  service;  recom- 
•itmends  transfer  of  cases  to  expedite  hearings. 

I  B  86.  Jury  Commissioner,  Superior  Court —  (a)  300-375 

I  Subject  to  administrative  approval,  directs  and  is  responsible 
Jjfor  the  work  of  the  officers  of  the  Superior  Court,  including 
jit  he  securing  of  information  as  to  qualifications  for  jury  service, 
Jthe  preparation  of  jury  lists,  and  the  maintenance  of  necessary 
'■records  for  the  assignment  of  Superior  Court  cases  to  judges. 

i  B  87.  Secretary-Attendant,  Grand  Jury —  (b)  350 

I  Acts  as  Secretary  to  the  Grand  Jury;  prepares  minutes  of 
'■proceedings;  prepares  sub-committee  reports;  advises  Grand 
ljury  on  the  scope  of  its  powers  and  procedures;  approves  ex- 
penditures   and    pays    witnesses;    makes    investigations    as    re- 

rquired,  and  performs  miscellaneous  related  duties. 

B  88.  Chief  Assistant  Clerk  of  the  Board  of 

Supervisors —  (a)  300-400 

Acts  as  chief  assistant  to  the  Clerk  at  meetings  of  the  Board 
of  Supervisors  in  recording  actions  and  votes;  assists  in  super- 
ising  the  clerical  work   of  the   Board  and  of  its   committees; 

f"cts  as  clerk  of  assigned  committees;  and  performs  such  other 
xecutive  or  administrative  duties  as  required. 

B  89.  Director,  Bureau  of  Licenses—  (b)  225-275 

Under  the  general  direction  of  the  Tax  Collector,  supervises 
the  collection  of  occupational,  business,  professional,  and  other 
licenses  imposed  by  ordinance  of  the  Board  of  Supervisors; 
Maintains  necessary  records;  makes  daily  accounting  and  set- 
tlement of  such  collections;  requires  an  intimate  knowledge  of 
aH  ordinances  relating  to  licensing  and  involves  supervision 
pf  subordinates  assigned  to  such  duties. 

B  90.  Clerk  of  the  Board  of  Supervisors —  (a)  400-550 

Subject  to  administrative  approval,  directs  the  work  of  the 
office  of  the  Board  of  Supervisors,  the  preparation  of  calendars 
md  other  secretarial  work  of  the  Board  or  of  the  Finance  and 
Dther  committees,  the  preparation,  filing,  and  indexing  of  ordi- 
nances, resolutions,  and  other  official  transactions,  and  the 
preparation  of  the  Journal  of  Proceedings;  also  acts  as  Clerk 
Pf  the  Board  and  of  the  Finance  Committee. 

B  91.  Director,  Bureau  of  Delinquent  Revenue —      (b)  350-450 

Under  the  supervision  of  the  Tax  Collector,  directs  and  is 
-esponsible   for   the   collecting  of   delinquent   revenues    such   as 
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unsecured  personal  property  taxes,  licenses,  rents,  damages  to 
city  property,  amounts  due  the  city  for  hospital  care  and  all 
other  sums  owed  the  city;  deposits  these  collections  and 
makes  proper  accounting  of  such  collections  and  directs  sub- 
ordinates engaged  in  such  work.  Is  responsible  for  otherl 
incidental  and  related  duties  in  connection  therewith. 

B  92.  Chief  Clerk,  Tax  Collector's  Office—  (a)  275-350 

Under  general  direction  only,  assists  in  the  administration! 
of  all  units  of  the  Tax  Collector's  Office,  which  department! 
collects  and  records  license  payments  and  real  estate  andl 
secured  personal  property  taxes,  and  reports  property  sold  fori 
taxes. 

B  93.   Tax  Collector—  (b)   416.66-500 

Subject  to  administrative  approval,  collects  general  propertyi: 
taxes  and  municipal  license  taxes,  accounts  for  same  to  thel 
Controller  and  State  Controller.  Supervises  the  conduct  of"  hisl 
office  and  of  its  employees. 

B  94.  Chief  Clerk,  Department  of  Public  Works—  (a)  300-3751 

Subject  to  administrative  approval,  directs  the  general  officer. 
of  the  Department  of  Public  Works,  confers  daily  with  bureau 
chiefs,    issues    orders    of    the    director,    receives    reports,    and 
otherwise  coordinates   the  work  of  the  entire  department. 

B  95.  Director  of  Finance  and  Records—  (b)   500-600 

Required  by  Section  61  of  the  Charter  to  administer  the 
Department  of  Finance  and  Records,  which  includes  the  func 
tions  and  personnel  of  the  office  of  Tax  Collector,  Registrar 
of  Voters,  Recorder,  County  Clerk  and  Public  Administrator. 


B  96.  Managing  Director,  War  Memorial—  (b)  500-600 

Subject  to  regulations  of  the  Board  of  Trustees  and  subject 
to  their  approval,  negotiates  and  arranges  for  leasing  and 
booking  tenants  and  engagements  for  space  in  the  buildings 
under  control  of  the  Trustees  of  the  War  Memorial  of  San 
Francisco.  Executes  contracts  therefor  when  authorized.  Signs 
and  approves  pay  rolls,  time  rolls,  requisitions,  etc.,  and  in 
conjunction  with  the  Secretary  supervises  the  maintenance  and 
operation  of  the  War  Memorial  Buildings.  Performs  such 
other  duties  as  may  be  assigned. 


B  97.  Executive  Secretary,  Chief  Administrative 

Officer—  (b)  300-375 

Acts  as  administrative  assistant  to  the  Chief  Administrative 
Officer;  maintains  contact  with  departments  under  the  Chief 
Administrative  Officer  and  assists  in  supervising  these  depart 
ments;  arranges  departmental  conferences  and  secures  period: 
ical  and  other  reports  regarding  administration  of  such  de 
partments;  analyzes  departmental  reports,  miakes  investiga 
tions  and  prepares  recommendations  thereon  for  considera 
tion  of  the  Chief  Administrative  Officer;  analyzes  departmental 
budget  requests  and  makes  investigations  and  reports  thereonl 
Prepares  press  releases  and  other  publicity  regarding  opera- 
tion of  departments  under  the  Chief  Administrative  Officer 
Represents  Chief  Administrative  Officer  at  meetings  and  per- 
forms related  duties  as  assigned. 

B  98.  Confidential  Secretary  to  the  Sheriff—  (b)  225-275 

Takes    dictation    of    a    confidential    nature    and    transcribes 

notes;  studies  and  analyzes  methods  and  procedure  in  Sheriff's 
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ffice  with  a  view  to  revising  same;  performs  related  duties  as 
assigned. 

B   100.  Supervisor  of  Real  Property  Records, 

Assessor's  Office—  (b)   225-275 

Under  the  general  direction  of  the  Director  of  Accounts  and 
Records,  supervises  and  is  responsible  for  the  preparation  of 
the  Real  Property  Assessment  Roll;  is  responsible  for  the 
maintenance  of  all  records  incidental  thereto,  including  the 
correction  of  Field  Maps,  Block  Books,  and  preparation  of 
maps  of  new  subdivisions;  personally  handles  re-assessments 
and  the  clearing  of  transfers  through  the  Veterans'  Welfare 
Board;  reconciles  the  State  Board  of  Equalization's  "parcel" 
assessments  with  county  assessments;  prepares  reports  as 
needed. 

B   101.  Supervisor  of  Personal  Property  Records, 

Assessor's   Office —  (b)   225-275 

Under  the  general  direction  of  the  Director  of  Accounts  and 

Records,  supervises  and  is  responsible  for  the  preparation  of 

the  Personal  Property  Assessment  Roll  and  the  maintenance 
f  all  records  incident  thereto;   supervises  the  preparation  and 

distribution  of  demands  for  declaration  of  personal  property 
nd  Veterans'  exemption  affidavits;  secures  lists  of  warehouse 
nventories  and  registration  of  boats  under  50-ton  burden  for 

assessment  purposes;  prepares  reports  as  required. 

B  102-150 — Cashier  Subdivision 

This  Subdivision  includes  only  those  duties  which  regularly  and 
ontinuously  involve  the  receiving  or  disbursing  of  money  and  the 

necessary  clerical  work  incidental  to  accounting  for  same,  or  the 
upervision  of  such  work.  It  does  not  include  the  receiving  of  fees 

?;-  other  funds  incidental  to  other  clerical  operations. 

102.  Teller—  (a)   180-220 

B   102a.  Teller,  Treasurer's  Office 

B    102b.  Teller,  Tax  Collector's  Office 

B   102c.  Teller,  Recorder's  Office 

Regularly  receives  money  due,  except  where  the  calculation 
)f  amounts  of  fees,  licenses,  etc.,  is  required,  or  pays  out 
noney  against  properly  authorized  demands,  maintains  records 
)f  such  transactions  and  balances  cash  against  such  records. 

3   104.  Senior  Teller—  (a)  200-250 

B   104a.  Senior  Teller,  Treasurer's  Office 

Performs  the  duties  of  a  Teller  and  in  addition  assists  in 
lirecting  the  work  of  Tellers  or  General  Clerks  who  are  col- 
ecting  or  paving  out  money;  or  performs  the  duties  of  a 
Teller  and  in  addition  checks  and  balances  Tellers'  transactions 
nd  tbe  casb  in  the  Treasurer's  vaults,  or  performs  the  duties 
f  Teller  in  the  Treasurer's  office  in  the  receipt  of  all  moneys 
ollectcd  by  the  City  and  County  of  San  Francisco. 

J  105.  Assistant  Cashier,  Tax  Collector's  Office—  (a)  200-250 
Performs  the  duties  of  a  Teller  and  in  addition  assists  in 
lirecting  the  work  of  Tellers  or  General  Clerks  who  are  col- 
ecting  or  paying  out  money;  or  performs  the  duties  of  a 
eller  and  in  addition  checks  and  balances  Tellers'  transac- 
lons. 

5  108.  Cashier,  Tax  Collector's  Office—  (a)  225-275 

Directs  the  receipt  of  real  estate  and  secured  personal  prop- 
rty    taxes    involving    the    supervision    of    General    Clerks    and 
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others  performing  these  duties;  also  receives  in  bulk  and 
accounts  for  license  payments  collected  by  the  Tax  Collector's 
Office. 

B  109.  Cashier,  Water  Department—  (b)  275-350 

Maintains  cash  book  of  Water  Department  receipts  from  all 
sources;  deposits  such  receipts  daily  with  Treasurer;  maintains 
records  of  Water  Department  properties  such  as  deeds,  agree- 
ments, contracts,  and  leases;  supervises  computation  and  prep- 
aration of  time  rolls;  maintains  personnel  records  and  prepares 
accident  reports  and  performs  and  supervises  related  clerical 
activities. 

B  112.  Assistant  Cashier,  Treasurer's  Office—  (b)  300-4001 

Subject  to  approval  of  the  Treasurer,  assists  in  supervising 
the  receiving,  paying  and  depositing  of  public  funds  involving  i 
responsibility  for  acceptance  and  approval  of  securities  offered 
as  collateral  for  deposit  of  city  and  county  funds  and  involving 
also  assisting  in  the  general  supervision  of  the  office;  or,  in- 
vestigates status  of  property  of  decedents,  collects  inheritance! 
taxes  due  thereon  and  issues  certificates  releasing  such  prop- 
erty. 

B  120.  Director  of  Accounts  and  Records, 

Assessor's  Office—  (b)  275-350 

Under  general  direction  only,  supervises  the  compilation  of 
the  real  estate  roll,  unsecured  personal  property  roll,  and  the 
arbitrary  assessment  roll.  Directs  the  work  of  clerks  and  cash- 
iers engaged  in  the  collection  of  taxes  paid  to  the  Assessor  on 
unsecured  personal  property.  Accounts  for  all  moneys  received 
by  the  Assessor  for  the  payment  of  taxes.  Develops  methods 
and  directs  clerks  engaged  in  the  compilation  of  statistics  cov- 
ering real  estate  trends,  exemptions  and  real  property  ap 
praisals. 

B  151-200 — Clerical-Legal  Subdivision 

This  Subdivision  includes  clerical  duties  zvhich  require  a  general 
knozt'lcdge  of  the  laws  of  the  state  and  city  ordinances  and  of  court 
decisions  and  official  regulations  affecting  court  procedure;  also 
the  application  of  that  knowledge  in  the  exercise  of  independent 
judgment  in  accordance  therewith. 

B  152.   Court  Room  Clerk—  (a)  180-210 

B  152a.  Court  Room  Clerk,  Municipal  Court 
B  152b.  Court  Room  Clerk,  Superior  Court 

Prepares  court  calendars,  maintains  court  records,  and  writes 
up  minutes  of  court  cases,  requiring  little  exercise  of  independ- 
ent judgment  but  some  specific  experience,  including  a  knowl- 
edge of  procedure  and  court  routine. 

B  154.  Criminal  Law  Clerk—  (a)  180-210 

B   154a.  Criminal  Law  Clerk,  Municipal  Court 
B  154b.  Criminal  Law  Clerk,  County  Clerk's  Office 

Performs  duties  involving  the  exercise  of  independent  judg- 
ment based  on  a  thorough  knowledge  of  the  criminal  laws  of 
the  State.  For  example: 

(a)  In  the  District  Attorney's  Office,  issues  complaints  and 
citations  on  the  application  of  citizens  and  warrants  for  arrest 
on  information  furnished  by  police  officers. 

(b)  In  the  Criminal  Court  Departments  of  the  County) 
Clerk's  Office,  or  the  Municipal  Court,  issues  court  processes 
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r  and  receives  and  indexes  filings  of  criminal  actions  and  plead- 
l  ings  where  a  thorough  knowledge  of  criminal  court  procedure 
I  is  involved. 

B  155.  Confidential  Secretary  to  the 

District  Attorney—  (b)  200-250 

Handles  all  confidential  matters  for  the  District  Attorney; 
}  grants  permission  for  interview  with  District  Attorney;  inves- 
tigates and  adjusts  complaints;  prepares  indictments  for  the 
j  Grand  Jury  and  information  on  holdings  bound  over  from  the 
I  Municipal  Court  to  the  Superior  Court,  requifing  a  thorough 
i  knowledge  of  state  law  and  court  procedure  and  the  use  of  in- 
1  dependent  judgment  and  discretion;  arranges  assignments  of 
I  deputies  to  courts  and  meetings;  performs  other  related  work 
I  as  required. 

[.  B  156.  Senior  Criminal  Law  Clerk—  (a)  220-240 

Performs  duties  involving  the  exercise  of  independent  judg- 
ment based  on  a  thorough  knowledge  of  the  criminal  laws  of 
the  state.  For  example: 

(a)  Directs  subordinates  of  the  Criminal  Court  Departments 
of  the  County  Clerk's  Office,  or  the  Municipal  Court,  and  in 
addition  issues  court  processes  and  receives  and  indexes  filings 
of  criminal  actions  and  pleadings  where  a  thorough  knowledge 
of  criminal  court  procedure  is  involved. 

B  160.  Civil  Law  Clerk—  (a)  180-210 

B   160a.  Civil  Law  Clerk,  Municipal  Court 
B  160b.  Civil  Law  Clerk,  County  Clerk's   Office 

Performs  duties  involving  the  exercise  of  independent  judg- 
ment based  on  a  thorough  knowledge  of  the  civil  laws  of  the 
State.  For  example: 

(a)  Issues  court  processes  and  receives  filings  of  court 
actions  in  either  the   Municipal  or  Superior   Court. 

(b)  Regularly  and  continuously  prepares  dockets  and  judg- 
ment rolls  relating  to  either  Municipal  or  Superior  Court 
cases. 

B  161.  Cashier,  County  Clerk's  Office—  (b)  250-300 

Under  general  direction,  collects  proper  fees  for  filing,  etc., 
in  the  County  Clerk's  office  and  issues  receipt  and  work  order 
therefor;  is  responsible  for  recording,  accounting,  and  deposit- 
ing of  such  receipts;  supervises  assistants  assigned  to  the 
cashier's  position. 

B  162.  Assistant  Director,  Bureau  of  Domestic  Relations, 

District  Attorney's  Office —  (b)  200-250 

Assists  the  Director,  Bureau  of  Domestic  Relations,  in  the 
work  of  the  office,  and  has  charge  of  the  operation  of  the 
office  in  the  absence  of  the  Director.  Handles  correspondence 
concerning  the  work  of  the  Bureau.  Issues  complaints  or  cita- 
tions, or  warrants  for  arrest  on  the  application  of  citizens,  or 
on  information  furnished  by  social  service  agencies  or  the 
police. 

B   163.  Director,  Bureau  of  Domestic  Relations, 

District  Attorney's  Office —  (b)  225-275 

Supervises  the  work  of  the  Bureau  of  Domestic  Relations  in 
the  District  Attorney's  office.  Directs  assistants  issuing  com- 
plaints and  citations,  or  warrants  for  arrest  on  the  application 
of  citizens,  or  on  information  furnished  by  social  service 
agencies    or    the    police.    Hears    cases    involving   all    phases    of 
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difficulties  in  domestic  relations  and,  where  possible,  attempts  ll 

to    effect    a    reconciliation    or    agreement   between    the    parties  la 

concerning  such  matters  as  disposal  of  property  and  support.  I 

Where   such  procedure  fails  or  is  not  applicable,  issues  war-  11 
rants  to  bring  the  case  to  court. 

B  164.  Senior  Civil  Law  Clerk—  (a)  220-270  |t 

B  164a.  Senior  Civil  Law  Clerk,  Municipal  Court 
B  164b.  Senior  Civil  Law  Clerk,  County  Clerk's  Office 
Performs  duties  involving  the  exercise  of  independent  judg-  I 
ment  based  on  a  thorough  knowledge  of  the  civil  laws  of  the  y 
State  as  they  relate  to  procedure  in  both  Municipal  and  Su-  I 
perior  Courts,  and  involving  also  the  direction  of  subordinates,  y 
For  example: 

(a)  Directs  the  work  of  a  group  of  Civil  Law  Clerks  in  the  I 
Municipal  Court  and  in  addition  performs  such  duties. 

(b)  Directs  subordinates  of  the  Civil,  Quiet  Title,  General,  or  IP 
Probate  departments  of  the  County  Clerk's  Office,  and  in  addi-  I* 
tion  issues  court  processes  and  receives  court  actions  involving  I" 
a  thorough  knowledge  of  the  laws  of  the  State  as  they  relate  y 
to  procedure  in  the  Superior  Court. 

Performs  and  directs  the  performance  of  the  work  of  the  I" 
Marriage  License  Bureau  of  the  County  Clerk's  office,  includ-  ; 
ing  the  maintenance  of  records,  and  the  issuance  of  marriage  y 
licenses;  requires  a  wide  knowledge  of  the  state  marriage  laws.  Ir 

B   165.   Cashier,  Municipal  Court—  (b)   250-300  I 

Under  general  direction,  receives,  records  and  accounts  for  l« 

all  fines  and  fees  collected  in  the  municipal  civil  and  criminal  y 

courts;  keeps  records  of  special  deposit  funds,  and  on  proper  |, 

order,    prepares    warrants    for    the    payment    of    such    money;  I 

keeps  records  of  fish  and  game,  narcotics,  and  poison  act  fines,  I 

and  draws  warrants  for  the  payment   of  the  money  to  these  I 

special  funds;  keeps  a  record  of  money  collected  and  paid  out  y 

on    appeal;    prepares    for    the    Controller    detailed    record    of  |c 

money  handled;  keeps  daily  breakdown  sheets  and  cash  books,  L 
and  prepares  monthly  reports  and  financial  statements. 

B  166.  Chief  Clerk,  District  Attorney's  Office—        (a)  230-280  ¥ 

Under  general   direction   only,   supervises   the  clerical  work  I 

of   the    District    Attorney's    Office,   including   the    issuing   and  I 

registering   of    Grand   Jury   and   foreign    subpoenas,    accepting  I 
and  signing  for  writs  and  ordering  supplies. 

B   168.  Chief  Clerk,  County  Clerk's  Office—  (a)  280-350  I 

Under  general  direction   only,  assists  in  the   administration  y 

of  all  units  in  the  County  Clerk's  Office,  involving  the  exercise  | 

of  independent  judgment  based  on  a  thorough  knowledge  of  I" 

the  laws  of  the  State,  both   criminal  and  civil,  as  they  relate  I 
to  procedure  in  both  lower  and  Superior  Courts. 

B   169.  County  Clerk—  (b)  416.66-500  It 

Subject    to    administrative    approval,    keeps    books,    records,   |„ 
and  papers   filed   in   his   office;   acts   as   clerk  of  the   Superior 
Court;  issues  processes  and  notices;  keeps  such  indices  as  may 
be    required.    Supervises   the  conduct   of  his   office   and   of  its 
employees. 

B  170.  Chief  Assistant  Clerk,  Municipal  Court—       (a)  250-325 

Under  general  direction  only,  assists  in  the  administration 
of  all  units  in  the  office  of  the  Clerk  of  the  Municipal  Court, 
involving   the    exercise    of   independent   judgment    based   on    a 
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thorough   knowledge   of   the   laws   of   the   State,   both   criminal 
and  civil,  as  they  relate  to  judicial  procedure. 

B   172.  Clerk  of  Municipal  Court—  (a)  400-500 

Subject  to  administrative  approval,  as  the  executive  officer 
of  the  Municipal  Court,  directs  and  is  finally  responsible  for 
the  clerical  work  of  the  said   Court. 

B  173.  Public  Administrator—  (b)   416.66-500 

Subject  to  administrative  approval,  administers  and  probates 

according  to  state  laws,  the  estates  of  persons  dying  intestate. 

B   180.  Administrative  Assistant, 

Board  of  Education—  (b)  275-350 

Prepares  data  and  reports  as  requested  by  the  Board  of 
Education  on  matters  relating  to  teachers'  status,  tenure  and 
proper  salary  ratings  and  such  other  matters  concerning  the 
Board  of  Education  and  its  employees  as  may  be  assigned 
from  time  to  time.  Gathers  information  and  data  for  the 
City  Attorney  as  a  basis  for  legal  opinions  or  for  defending 
or  prosecuting  litigation  in  which  the  Board  of  Education  is 
involved  and  cooperates  with  the  City  Attorney  thereon.  Con- 
sults with  the  Board  of  Education  or  the  officials  of  the 
department  on  matters  involving  application  of  the  policy,  the 
rules  and  the  regulations  of  the  Board  of  Education.  Performs 
other  duties  as  assigned,  involving  a  thorough  knowledge 
of  the  school  code,  charter  provisions  relating  to  the  Board 
of  Education,  and  legal  opinions  of  the  City  Attorney,  and 
court  decisions  relating  to  school  department  affairs. 

B  181.  Law  Clerk,  Registrar's  Office—  (b)  250-300 

Under  the  direction  of  the  Chief  Clerk  of  Elections,  studies 
and  interprets  new  legislation  on  registration,  elections,  nat- 
uralization, initiative,  referendum,  recall  petitions,  charter  and 
constitutional  amendments,  and  all  other  matters  relating  to 
elections;  prepares  all  legal  matters  for  submission  to  the 
City  Attorney;  checks  residence  and  citizenship  of  candidates 
and  compiles  lists  of  eligibles  for  positions  of  election  officer, 
and  supervises  the  notification  thereof;  performs  other  related 
duties  as  required. 

B   201-250 — General   Clerical   Subdivision 

This  Subdivision  includes  nil  duties  of  a  clerical  nature  the  re- 
quirements of  which  are  not  sufficiently  specialized  to  warrant 
their  being  included  in   some  other  Subdivision. 

B  202.  Judge  of  Elections—  (b)    lOd 

On  election  day  sees  that  voter's  name  is  on  register,  has 
voter  sign  roster,  compares  signature  with  that  mi  affidavit  of 
registration,  operates  machine  in  absence  of  inspector,  keeps 
record  of  who  voted,  helps  compile  precinct  count. 

B  204.  Inspector  of  Elections—  (b)   lOd 

Receives  supplies  and  takes  oath  before  election  day;  on 
election  day  opens  booth,  administers  oatli  to  judges,  super- 
vises Noting,  operates  machine,  and  makes  required  reports; 
is  responsible  for  proper  conduct  of  the  election  in  his  pre- 
cinct. 

B  210.  Office  Assistant—  (bb)   85-95 

Opens  office  every  morning;  sorts  and  distributes  mail  to 
various   departments;   operates    stamp   machine;   mails   hills   to 
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water  users;  keeps  department  supplied  with  stocks;  runs  er- 
rands, etc. 


B  212.  Special  Messenger—  (aa)  105-175 

Performs  the  duties  of  a  Messenger  under  conditions  which 
continuously  require  irregular  and  extra  hours  on  city  business. 
B  222.  General  Clerk—  (a)  155-175 

Performs  clerical  duties  requiring  some  specific  experience 
but  little  exercise  of  independent  judgment.  For  example: 

(a)  Maintains  complex  subject  files  or  indexes,  or  locates 
and  delivers  papers,  such  as  tax  bills,  by  reference  to  complex 
indexes. 

(b)  Makes  entries  involving  computation,  such  as 
calculating    payrolls,    payroll    deductions,    or    time    rec- 
ords, 

keeping  complete  personnel  records  of  employees, 

compiling  and  distributing  wage  or  material  costs  or 
departmental  receipts, 

compiling  statistical  summaries  of  street  cleaning  oper- 
ations or  of  street  car  operations  and  schedules, 

maintaining  perpetual  inventory  records, 

posting  expenditures  by  fund  or  account,  where  knowl- 
edge of  bookkeeping  is  not  required, 

posting  or  checking  entries  of  or  routine  information 
relating  to  street  assessment  bonds,  mortgages  or  releases, 
property  appraisal,  ownership,  valuation,  assessment,  sales, 
etc., 

maintaining  control  records  for  collections  or  payments, 
such  as  special  assessment  payee  records,  licenses  issued, 
or  outstanding  bonds,  or 

keeping  general  records  of  inmates,  or  of  property  of 
inmates,  of  institutions. 

(c)  Checks  the  correctness  or  completeness  of  clerical  entries 
(and  makes  such  entries,  or  when  required,  prepares  reports 
relating  thereto),  such  as 

payroll  entries, 
affidavits  of  registration, 
recorded  documents, 
inspectors'  reports, 

auto  registrations   (for  assessment  purposes), 
applications  for  veterans'  tax  exemptions, 
tax  or  license  receipts,  or 

prices  or  extensions  of  requisitions,  purchase  orders,  and 
invoices. 

(d)  Checks  the  attendance  of  a  large  force  of  field  em- 
ployees. 

(e)  Registers  and  indexes  documents,  such  as  birth  certifi- 
cates,  marriage   licenses,   court   filings   or  actions,   evidence   or 
testimony,  or  documents  to  be  recorded  and  prepares  certified 
copies  thereof  as  required,  when  such  duties  involve  checking  ^ 
these  documents  for  proper  order  of  registration,  accuracv,  or  pajr; 
completeness  or  when  such  duties  involve  the  issuance  of  levies 

of  attachments,  etc.,  pursuant  to  the  receipt  of  court  orders  or  %\\ 
writs. 

(i)  Accents,  records,  and  accounts  for  departmental  receipts 
based  on  fixed  schedules,  such  as  fees,  license  payments,  tax 
payments,  or  deposits,  and  issues  therefor  appropriate  receipts, 
permits,  licenses,  or  certificates;  or  checks,  records  and  deposits 
such  receipts  and  prepares  reports  thereon. 

(V)  Receives  and  checks  applications  for  use  of  books  at  the 
Public  Library,  maintains  files  of  borrowers,  and  collects  and 
records  fines. 
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(h)  Receives,  records,  and  routes  routine  complaints  for  in- 
vestigation, follows  up  same  to  secure  action  thereon,  and  pre- 
pares reports  and  tabulations  of  complaints  and  of  action  taken. 

(i)  Receives,  checks  and  registers  contractors'  applications, 
bids,  and  deposits. 

(j)  Receives  and  records  reports  of  contagious  diseases  and 
prepares  statistical  reports  thereon,  or  prepares  statistical  tabu- 
lations of  births  and  deaths. 

(k)  Secures  and  posts  information  such  as  qualifications  for 
jury  service,  social,  medical,  or  employment  history,  or  other 
types  of  information  as  directed,  and  assembles  reports  thereon. 

(1)  Assists  with  routine  purchasing  duties,  such  as  issuing 
purchase  orders  against  approved  requisitions,  preparing  sched- 
ule and  specifications  of  supply  requirements  of  a  department, 
jor  obtaining  quotations. 

B  228.  Senior  Clerk—  (a)  180-200 

[     B  228a.     Senior  Clerk,  Assessor's  Office 

B  228b.     Senior  Clerk,  Tax  Collector's  Office 
B  228c.     Senior  Clerk,   Registrar's  Office 
B  228d.     Senior  Clerk,  Recorder's  Office 
B  228e.     Senior  Clerk,  County  Clerk's  Office 
B  228f.      Senior  Clerk,  Purchasing  Department 
|     B  228g.     Senior  Clerk,  Department  of  Public  Works 
[     B  228h.     Senior  Clerk,  Department  of  Electricity 
B  228i.      Senior  Clerk,  Department  of  Public  Health 
B  228j.      Senior  Clerk,  Controller's  Office 
B  228k.     Senior  Clerk,  Water  Department 
B  228m.    Senior  Clerk,   Board  of  Education 
[     B  228n.     Senior  Clerk,  Municipal  Railway 
B  228o.     Senior  Clerk,  Retirement  System 
B  228p.     Senior  Clerk,  Civil  Service  Commission 
j     Performs  responsible  clerical  duties   which  involve  the  fre- 
Kuent  exercise  of  independent  judgment  and  may  involve  the 
(direction    of    a    group    of    subordinates    performing    relatively 
nsimple  duties.  For  example: 

)  (a)  Directs  a  group  of  subordinates  who  make  clerical  en- 
tries, such  as  affidavits  of  registration,  auto  registrations  (for 
■assessment  purposes),  applications  for  veterans'  tax  exemp- 
tions, and  who  also  check  the  correctness  or  completeness  of 
j;uch  entries. 

I  (b)  Directs  subordinates  who  register  and  index  documents, 
|;uch  as  evidence  or  testimony,  court  filings,  or  documents  to 
■  he  recorded,  and  personally  performs  such  duties. 
I  (c)  Directs  a  group  of  subordinates  who  copv  and  compare 
^•|:ourt  records,  including  the  assigning  of  work  to  such  sub- 
oijjrdinates  and  the  checking  of  such  work. 

Cd)  Assists  in  supervising  a  group  of  subordinates  who  check 
ind  audit  payrolls,  and  who  segregate  and  register  warrants 
>aid  and  balance  such  registers. 

(e)   Maintains    control   records   such   as   those   kept   for    the 
ollowing    purposes    and,    in    addition,    exercises    discretion    in 
naking  such   authorizations,   refunds,  or  releases   as  are  indi- 
ct rated: 

authorizing  payment  of  workmen's  compensation  in- 
surance ar"1  vacations  with  pay  for  the  entire  Department 
of  PublrV  Work«. 

authorizing  refund  of  bail, 

authorizing  refund  of  payments  on  special  assessment 
bonds, 

authorizing  release  of  contractors'  bonds. 
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(f)  Checks  such  important  records  as 
operative  and  non-operative  assessment  rolls, 
personal    property    declarations    (checked    for    low    ap- 1 

praisals  and  for  failure  to  make  declarations), 

declarations    of   warehoused   goods    (including   compila- 1 

tion  of  manual  of  commodity  prices),  or 

"foreign"  rolling  stock  for  assessment  purposes. 

(g)  Performs  responsible  duties  involving  the  exercise  of  jn-  I 
dependent  judgment,  such  as 

issuing  burial  permits  and  permits  for  removal  of  bodies,  I 
including  checking  of  death  certificates  for  circumstances  I 
that  may  warrant  Coroner's  investigation, 

checking  and  securing  enforcement)  of  court  orders  for 
support  of  dependents, 

assisting  in  collecting  inheritance  taxes,  involving  in- 
ventorying contents  of  safety  deposit  boxes,  release  of  bank 
accounts,  etc.,  or 

advising   the   public   relative    to   civil   service   rules,    ex- 
aminations, eligible  lists,  etc.,  receiving  and  inspecting  ap- 
plications for  examinations,   and   assisting  in   the   mainte- 
nance of  records   on  which  certifications   for   employment 
are  based, 
(h)   Makes   final   audit  of  important   receipts   and   disburse- 
ments when  such  audit  involves  the  maintenance  of  involved 
processes  of  control  such  as  those  maintained  for  final  audit 
of  all  licenses,  fees,  or  permits,  or  for  final  audit  of  all  purchase 
orders  of  the  City  and  County. 

(i)   Analyzes  effect  on  revenue  of  proposed  tax  and  assess-  \t 
ment  legislation  and  procedure,  and  prepares  reports  thereon 
and    assists    in    obtaining    information    on    which    change    ii 
methods,  forms  or  policies  of  the  Assessor  is  based. 

(j)  Supervises  the  checking  of  payrolls  and  the  maintenance 
of  payroll  records  in  the  offices  of  the  Civil  Service  Commis 
sion,  requiring  an  intimate  knowledge  of  rules,  procedure,  and 
decisions  of  the  Commission. 

B  234.  Head  Clerk—  (a)  200-250 

B  234b.     Head  Clerk,  Assessor's  Office 

B  234c.     Head  Clerk,  Sheriff's  Office 

B  234d.     Head  Clerk,  Municipal  Court 

B  234f.      Head  Clerk,  Tax  Collector's  Office 

B  234g.     Head  Clerk,  Registrar's  Office 

B  234h.     Head  Clerk,  Public  Administrator's  Office 

B  234i.      Head   Clerk,  Department  of  Public  Works* 

B  234i.      Head  Clerk,  Department  of  Public  Health 

B  234k.     Head  Clerk,  Controller's  Office 

B  234m.    Head  Clerk,  Civil  Service  Commission 

B  234n.     Head  Clerk,  Retirement  System 

B  234q.     Head  Clerk,  Treasurer's  Office 

B  234r.      Head  Clerk,  Municipal  Railway 

B  234s.     Head  Clerk,  Water  Department 

Performs   involved  and  responsible  clerical  duties   requiring  0|i" 
thorough  knowledge   of   the   subject   matter,   and   the   constant 
exercise  of  independent  judgment,  and  may  involve  the  direc 
tion  of  a  group  of  subordinates.  For  example: 

(a)   Directs  a  group  of  subordinates  who  make  clerical  en-[ 
tries  and  check  same,  such  as 
calculating  payrolls, 

compiling  and  distributing  wage  or  material  costs, 
preparing    and    checking    requisitions,    purchase    orders, 
invoices,    etc.,     (including    responsibility    for    approval    offrm:; 
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requisitions  and  purchase  orders  and  for  designation  of 
account  classification  on  invoices), 

preparing,  totaling,  and  checking  tax  bills  and  checking 
and  posting  tax  and  license  receipts,  involving  responsibil- 
ity for  properly  reporting  and  balancing  receipts  with  the 
Controller  and  Treasurer,  or 

periodically  preparing  real  estate  and  secured  personal 
property  assessment  rolls;  and  in  addition  maintaining  nec- 
essary control  records,  preparing  summary  reports,  and 
performing  other  duties  requiring  the  exercise  of  discretion 
in  important  matters. 

(b)  Directs  a  group  of  subordinates  who  issue  licenses  and 
ollect  fees  therefor  when  such  duties  involve  responsibility  for 
upervision  of  field  investigations  of  license  matters  and  the 
ecommending  of  revised  license  procedure  and  policies. 

(c)  Directs  a  group  of  subordinates  who  register  court  or- 
ers  filed  with  the  Sheriff;  also  approves  attachment  release 
nd  indemnity  bonds  and  directs  the  work  of  Writ  Servers. 

(d)  Periodically  directs  a  large  force  of  temporary  or  sea- 
onal  employees  engaged  in  field  registration  of  voters,  induci- 
ng the  furnishing  of  expert  information  regarding  election 
iws  to  such  employees  and  to  the  public,  and  in  addition  per- 
3rms  other  duties  requiring  the  exercise  of  discretion  in  impor- 
int  matters. 

(e)  Assists  in  supervising  a  group  of  subordinates  who  reg- 
ster  and  index  contracts  for  public  improvements;  performs 
elated  duties  incidental  thereto,  involving  responsibility  for 
le  custody  and  return  of  contractors'  deposits  on  bids. 

(f)  Performs  important  duties  involving  responsibility  for 
latters  relating  to  revenues,  investments,  or  obligations  of  the 
ity  and   County,   such   as 

checking  probate  records  for  personal  property  assess- 
ment purposes  and  collecting  taxes  due  thereon,  involving 
the  exercise  of  independent  judgment  as  to  the  amount 
to  be  assessed, 

auditing  payments  of  aid  to  adult  blind  and  minors, 
and  collecting  refunds  due  thereon  from  the  State. 

checking,  inventorying,  and  recording  bonds  held  by  the 
City  or  deposited  by  banks  with  the  City,  watching  the 
market  value  of  same,  and  collecting  interest  due  thereon, 
or 

calculating  benefits  due  under  the  Retirement  Ordi- 
nance, involving  the  application  of  actuarial  formulae  and 
tables. 
Cg)  Performs  important  clerical  duties  relating  to  the  ac- 
lisition  of  public  lands  and  improvements  or  street  and  sewer 
instruction  or  reconstruction  programs,  such  as  preoaring 
solutions,  ordinances,  and  advertising,  securing  appraisal  of 
onerty  needed  by  the  City,  tracing  absent  owners,  or  prc- 
iring  agreements  of  sale  for  the  Public  Buildings  and  Lands 
nnmittee  or  for  the  Streets  and  Commercial  Development 
jmmittee  of  the  Board  of  Supervisors. 

(h)  Maintains  an  intricate  system  of  records  of  civil  service 
ployees,  lists  of  civil  service  eligibles,  and  of  positions  filled 
temporary  appointment,  and  prepares  certifications  of  elig- 
les  for  appointment. 

(i)   Directs  a  group  of  subordinates  who  accept,  record,  and 
count    for   departmental   receipts   based    on   fixed    schedules, 
ch    as    fees    or    deposits,   and    who    issue    therefor    receipts    or 
• )  rmits;   and   also  authorizes  refund  of  special   deposits. 
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B  235.  Director  of  Service,  Assessor's  Office—  (b)  225-275 
Under  the  direction  of  the  assessor  or  the  chief  assistant 
assessor,  supervises  the  personnel  assigned  to  duties  in  con- 
nection with  supplying  service  and  information  to  the  general 
public  such  as  the  legal  description  of  property,  ownership, 
assessed  valuation  of  oroperty,  location  of  property,  etc.,  andl 
in  cases  of  reported  discrepancies  in  assessment,  alleged  in-l 
equalities  of  assessment,  or  errors  in  assessment,  interviews! 
parties  of  interest  and  directs  the  work  of  assembling  the! 
necessary  data  as  a  basis  for  recommendations.  Reports  find-l 
ings  and  recommendations  to  the  assessor.  During  tax  collec-J 
tion  periods  personally  handles  details  in  connection  with  the! 
affidavits  for  specific  tax  exemptions  filed  by  churches,  cem-| 
etery  associations,  orphanages,  colleges.  Directs  and  assigns! 
duties  connected  with  the  verification  of  information  contained 
in  these  affidavits. 

B  236.  W.P.A.  Project  Supervisor—  (b)  200-225 

Under  direction,  performs  the  work  in  connection  with  cityj 
participation  in  W.P.A.  projects;  maintains  general  records 
concerning  the  operation  of  W.P.A.  projects;  handles  records 
and  maintains  necessary  contacts  with  the  Purchasing  De 
partment  and  the  Controller  on  purchases  and  rental  services 
keeps  property  records;  maintains  financial  records,  sees  thai 
expenses  are  kept  within  proper  limits,  and  prepares  financia 
reports;  keeps  in  close  touch  with  the  operation  of  city  spon 
sored  W.P.A.  projects  and  with  W.P.A.  policy  and  procedure 
may  supervise  the  work  of  clerical  assistants. 


B  237.  Tax  Redemption  Clerk—  (b)  185-22i 

Under  general  supervision,  receives  and  checks  list  of  prop- 
erty sold  to  the  state  for  delinquent  taxes;  computes  taxes  due 
interest,  penalties  and  costs  due  in  redeeming  such  propertj 
and  issues  redemption  certificates  therefor;  checks  and  certifie 
records  of  tax  payments  in  claims  for  refunds  on  duplicate  oi 
excess  payments;  checks  tax  payments  on  property  being  sub 
divided;  checks  cancellation  of  taxes  on  veterans'  homes;  per 
forms  other  related  duties  requiring  thorough  knowledge  o 
procedure  and  laws  governing  such  matters. 

B  239.  Statistician—  (b)  175-201 

Performs  difficult  and  varied  statistical  work  in  connectioi 
with  codifying,  compiling,  tabulating,  analyzing  and  interpret 
ing  statistical  data.  Prepares  regular  and  special  statistical  re 
ports  involving  the  use  of  narrative  and  graphic  methods;  o 
secures  information  and  maintains  records  of  social  and  med 
ical  history  of  inmates  of  institutions  and  compiles  same  ii 
statistical  form;  or  classifies  causes  of  death  according  to  th 
International  Code  of  Causes  of  Death  and  compiles  and  an 
alyzes  reports,  statistics  and  charts  relating  to  births,  death 
and  diseases;  operates  or  supervises  the  operation  of  statistica 
equipment  and  machines.  May  supervise  the  work  of  clerica 
assistants.  . -1  ' 

id  air 

B  242.  Blockbook  Draftsman—  (a)   180-22  °'r 


Prepares  maps  for  photostatic  copy  for  Assessor's  block 
books;  works  from,  descriptions  contained  in  deeds,  judgment 
and  maps  filed  in  Recorder's  Office,  or  maps  in  City  Engineer' 
or  Assessor's  Office;  verifies  or  reconciles  discrepancies 
same;  works  on  own  responsibility;  requires  map  draftini 
ability  and  previous  clerical  experience  in  the  Assessor's  Offic<  E / 
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B  244.  Actuarial  Clerk—  (b)  225-275 

Under  supervision  and  as  directed,  makes  actuarial  calcu- 
lations involving  the  use  of  and  knowledge  of  actuarial 
formulae. 

B  246.  Map  Clerk—  (i)  155-175 

Maintains  map  showing  location  of  city  lights  and  fixtures, 
and  indicating  by  legend  the  type,   size  and  number  of  each. 
^Maintains  chart  showing  location  and  description  of  "Under- 
ground Districts"  as  established. 

B  247.  Meter  Reader—  (i)   155-175 

Reads  water  meters  in  an  assigned  district  and  records  con- 
sumption of  water,  and  when  required  makes  "lay  out"  in- 
pections. 


B 


B  251-300 — Interpreter  Subdivision 


252.  Court  Interpreter—  (i)   155-175 

Subject    to   call    as    required,    interprets    a    specified    foreign 

anguage  in  trials  in  criminal  courts  of  the  City  and  County,  in 

sanity  hearings,  or  before  Coroner's  juries. 

B  301-324 — Machine  Operating  Subdivision 

This  Subdivision  includes  only  duties  involving  chiefly  the  oper- 
ition  of  office  machines  combined  with  incidental  duties  of  a  gen- 
ral  clerical  nature.  It  does  not  include  duties  involving  the  inci- 
dental use  of  adding  machines  or  other  office  appliances,  the 
operation  of  which  requires  no  specific  training,  nor  does  it  include 
\luties  requiring  the  use  of  the  typewriter,  the  latter  being  sep- 
arately classified. 

B  301.  Pay  Roll  Machine  Operator—  (i)  155-175 

I  Calculates  pay  roll  extensions,  additions,  deductions  and 
[totals  on  a  calculating  bookkeeping  machine  involving  addi- 
tion, subtraction  and  multiplication,  but  not  requiring  a  knowl- 
edge of  bookkeeping.  Also  performs  related  and  incidental 
[rlerical  duties. 

B  302.  Addressing  Machine  Operator —  (a)   155-175 

I  Operates  and  repairs  addressing  machines;  makes  new  plates 
|:or  same  and  renews  old  plates  to  keep  mailing  list  up-to-date; 

issembles  and  mails  addressed  matter;  does  clerical  work  as 
required. 

fa  304.  Senior  Addressing  Machine  Operator —         (a)   180-200 
I     B  304a.  Senior  Addressing  Machine  Operator,  Controller's 
Office 
Performs  the  duties  of  an  addressing  machine  operator  and 
n  addition  directs  the  work  of  subordinate  addressing  machine 
jperators. 

B  305.  Voting  Machine  Adjuster —  (i)   155-175 

Adjusts,  cleans,  and  tests  voting  machines;  sets  and  checks 
iallot  strips  therein;  seals  machine;  performs  other  duties  in 
:onnection  with  distributing  machines  for  elections  and  return- 
ng  and  storing  machines  after  elections;  re-canvasses  votes 
^ast;  periodically  supervises  subordinates. 
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B  306.  Multigraph  Operator—  (a)  155-175 

Continuously  sets  type  and  operates  and  maintains  a  multi- 
graph  machine;  also  performs  incidental  clerical  duties. 

B  308.  Key  Drive  Calculating  Machine  Operator—  (a)  155-175 
Continuously  operates  a  key  drive  calculating  machine  in 
totaling,  checking,  extending,  or  performing  other  mathemat- 
ical calculations  where  a'  high  degree  of  skill  is  required;  per 
forms  other  incidental  clerical  duties. 

B  309.  Rotary  Type  Calculating  Machine 

Operator—  (a)   155-175 

Continuously  operates  a  rotary  type  calculating  machine  in 
totaling,  checking,  extending,  or  performing  other  mathemat- 
ical calculations  where  a  high  degree  of  skill  is  required;  per- 
forms other  incidental  clerical  duties. 

B  310  (a).  Tabulating- Alphabetic  Key  Punch 

Operator—  (a)   155-175 

Operates  alphabetic  key  punch  machine  and  sorting  and 
tabulating  equipment  in  connection  with  the  preparation  of 
statistical  data.  Performs  incidental  related  clerical  duties. 

B  310  (b).  Tabulating-Numerical   Key  Punch 

Operator—  (a)   155-175 

Operates  numerical  key  punch  machine  and  sorting  and  tab- 
ulating equipment  in  connection  with  the  preparation  of  sta- 
tistical data.  Performs  incidental  i  elated  clerical  duties. 

B  310.1.   Senior  Tabulating  Machine  and 

Key  Punch  Operator—  (b)  175-225 

B  310.1a.  Senior  Tabulating  Machine  and  Key  Punch 

Operator,  Purchasing  Department 
B  310.1b.  Senior  Tabulating  Machine  and  Key  Punch 

Operator,  Assessor's  Office 
Supervises  the  work  of  Tabulating  Alphabetic  and/or  Nu- 
merical Key  Punch  Operators  and  when  required  performs  the 
duties  of  such  operators;  devises  procedures  and  forms  and 
establishes  codes  and  classifications  in  the  use  of  statistical 
machine  equipment;  prepares  regular  and  special  reports  as 
required. 

B  311.  Bookkeeping  Machine  Operator —  (a)   165-185 

Operates  an  Underwood,  Elliot  Fisher  or  similar  bookkeep- 
ing machine  involving  addition  and  subtraction  only,  requiring 
an  elementary  knowledge  of  bookkeeping.  Frequently  operates 
a  billing  machine.  Performs  related  and  incidental  clerical 
duties. 

B  312.  Senior  Bookkeeping  Machine  Operator—       (b)   185-225 
B  312a.  Senior  Bookkeeping  Machine   Operator,   Public 
Utilities   Commission 

Performs  the  duties  of  a  Bookkeeping  Machine  Operator 
and  in  addition  supervises  the  work  of  a  group  of  Bookkeeping 
Machine  Operators. 

B  312.1.  Senior  Bookkeeping  Machine  Operator, 

Controller's  Office—  (i)  190-235 

Performs  the  duties  of  Bookkeeping  Machine  Operator,  and 

in   addition   supervises    the   work   of   a   group   of    Bookkeeping 

Machine   Operators;   performs  other   work  requiring  thorough) 

knowledge   of   bookkeeping  and  departmental   accounting  pro 
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cedures;  annually  closes  out  departmental  accounts;  sets  up 
new  accounts  from  budgets;  makes  allotments  and  establishes 
tax  delinquency  reserves. 

B  325-350 — Photographic  and  Blue  Printing 
Subdivision 

This  Subdivision  includes  only  those  duties  involving  the  opera- 
tion of  blue  printing  and  photostat  machines,  the  taking  of  photo- 
graphs and  the  developing  and  printing  of  same,  and  incidental 
duties  of  a  general  clerical  nature. 

B  325.  Blue  Printer—  (a)  150-170 

Operates    blue    printing-    machines;    makes    negatives,    blue 
prints,  blue  line  prints,  cloth  prints,  etc.;  assists  with  photostat 
machine  or  with  photography  as  required. 
B  327.  Photostat  Operator—  (a)   165-185 

Operates  photostat  machine;  helps  with  blue  printing  and 
photography  as  required;  keeps  records  of  work  performed; 
may  assume  duties  of  photographer  in  photographer's  absence. 

B  330.  Photographer, 

Public  Utilities  Commission —  (a)   175-200 

Takes  photographs,  develops  and  prints  same,  also  operates 
photostat  and  blue  printing  machines;  orders  supplies;  makes 
equired  reports. 

B  331.  Photographer, 

Department  of  Public  Health—  (b)   175-200 

Takes  medical  photographs  as  required;  develops  negatives, 
prints,  enlarges,  mounts  and  maintains  files  of  pictures;  main- 
tains photographic  equipment. 

B  332.   Photographer, 

Department  of  Public  Works—  (a)  190-235 

Takes  photographs  or  motion  pictures  as  required;  regularly 
}lans  and  directs  the  developing  and  printing  of  same  and  the 
preparation  of  photostats  and  blue  prints;  requisitions  supplies 
and  checks  delivery  of  same;  estimates  costs;  makes  required 
t-eports. 

B  351-400 — Purchasing  and  Storekeeping 
Subdivision 

This  Subdivision  includes  only  duties  regularly  involving  respon- 

fibility  for  the  purchasing  of  goods  on  one's  own  initiative  or  for 

the  maintenance  of  stores  and  stores  records.  Duties  involving  only 

t\  'he   handling   of   purchase   orders,   the   keeping   of   records,   or   the 

moving  of  materials  stored  are  not  included. 

B  3<2.  Storekeeper'—  (a)  150 

Continuously  receives,  cheeks,  stores,  and   issues  supplies   of 

imited  scope,  and  keeps  required  records  thereof,  such  as  one 

>f  the  following:  oil  and  gasoline;  janitorial  supplies:  linen, 
etc.;  tools;  medical  and  surgical  supplies;  or  clothing. 

B  354.  General  Storekeeper—  (a)   180-200 

Receives,  checks,  stores,  and  issues  general  supplies  of  a 
arge  volume  and  varied  nature  and  keeps  required  records 
thereof;  also  may  direct  one  or  more  assistants. 
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B  355.  Custodian  of  Voting  Machines —  (a)  200-250 1 

Receives,    checks,    stores,    and    issues    voting    machines    and  I 
election  supplies  and   keeps   required   records   thereof;    directs I 
the  work  of  clerks  who  insert  ballot  labels  in  machines,  set,!1" 
check,  and  seal  such  machines,  and  re-canvass  the  votes  cast;|B 
directs  the  moving,  warehousing,  and  maintenance  of  machines.! 

J 
B  356.  Senior  Storekeeper—  (a)  225-275 

Directs  the  receiving,  checking,  storing  and  issuance  of  gen-lpi 
eral  supplies  and  materials  used  by  the  San  Francisco  WaterP 
Department,    or    assists    the    Chief    Storekeeper,    Purchasing  ■  for 
Department,  in  supervising  and  directing  the  receiving,  check-l 
ing,    storing   and   issuing   of   general   supplies    at    the    Central 
Warehouse. 


B  357.  Chief  Storekeeper, 

Purchasing  Department —  (a)  250-300 

Under  direction  of  Purchaser  of  Supplies,  supervises  the 
receiving,  checking,  inspection,  storing  and  issuance  of  all  sup- 
plies, merchandise  and  materials  used  by  the  various  depart- 
ments, involving  responsibility  for  the  maintenance  and  opera- 
tions of  the  Central  Warehouse  and  supervision  of  a  force  of 
subordinates  engaged  in  these  duties. 

B  358.  Assistant  Stationery  Buyer —  (a)   180-200 

Assists  in  standardizing  the  paper  and  printing  requirements 
of  the  various  departments  and  in  preparing  consolidated 
schedules  and  specifications  for  same;  tests  samples  submitted 
assists  in  placing  of  orders;  requires  thorough  knowledge  of 
paper  and  of  printing. 

B  360.  Printing  and  Stationery  Buyer—  (i)  200-250 

Is  responsible  for  the  preparation  of  consolidated  schedule 
of  requirements  of  the  City  for  stationery,  paper,  books,  and 
printing,  and  for  specifications  for  same;  standardizes  require- 
ments for  same  where  possible;  assists  in  placing  orders;  re- 
quires a  thorough  knowledge  of  stationery,  paper,  and  printing 

B  362.  Produce  Buyer  and  Storekeeper —  (a)  185-225 

Purchases  perishable  foodstuffs  and  produce,  and  inspect: 
and  checks  deliveries  of  same;  and  in  addition  is  responsible 
for  storing,  inventorying,  and  issuing  general  supplies. 

B  364.  Produce  Buyer  and  General  Storekeeper —  (a)  225-275 
Performs  the  duties  of  a  Produce  Buyer  and  Storekeeper  and 
in  addition  directs  a   group   of   subordinate   Storekeepers   and 
other  assistants. 

B  366.  Assistant  Purchaser  of  General  Supplies —    (a)  200-25C 

Subject  to  approval  of  superiors,  regularly  and  continuously 
purchases  mliscellaneous  non-contract  supplies,  involving  the 
awarding  of  small  orders  to  lowest  bidders  and  the  perform 
ance  and  supervision  of  related  clerical  duties. 

B  368.  Chief  Assistant  Purchaser  of 

General  Supplies —  (a)  250-32J 

Assists  the  Purchaser  of  Supplies  in  purchasing  contract  and 
non-contract  supplies,  involving  the  awarding  of  orders  subjec 
to  approval;  is  responsible  also  for  the  preparation  of  consol 
idated  schedules  and  specifications  of  supply  requirements  oi 
all  departments  for  which  purchasing  is  done  by  the  Purchasei 
of  Supplies. 
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1(  B  371.  Purchasing  Agent,  Water  Service —  (a)  275-325 

Purchases    non-contract    supplies,   such   as    meters,   pipe   fit- 
tings, hardware,  etc.,  used  by  the  Water  Service  Bureau;  also 
;;|  exercises  general  supervision  over  Water  Service  stores. 


B  372.  Purchasing  Agent,  Other  Services —  (a)  275-350 

As  directed  by  the  Purchaser  of  Supplies,  purchases  sup- 
plies, materials,  equipment,  foodstuffs,  etc.,  including  purchases 
['or  Hetch  Hetchy  Power  Project,  and  exclusive  of  purchases 
:or  the  Railroad  and  Water  Service,  and  involving  writing 
pecifications,  securing  bids,  awarding  orders  and  informal 
:ontracts,  and  preparing  formal  contracts;  also  supervises  is- 
suance of  purchase  orders  and  checking  of  invoices. 

ft  374.  Purchaser  of  Supplies—  (b)  666.66-833.33 

^  |  Directs  the  purchasing,  warehousing,  and  issuing  of  all  sup- 
plies and  equipment  used  by  the  City  and  County  except  Hetch 
"P  Hetchy  Water  Supply  and  the  Public  Library,  involving  stan- 
Iiiardizing  specifications,  consolidating  schedules  and  bids,  ne- 
gotiating contracts  for  purchases,  preparing,  approving,  and 
ssuing  purchase  orders,  and  inspecting  supplies  delivered. 

B  380.  Armorer:  R.  O.  T.  C. — for  part-time  service        (b)  75 

201     Has  charge  of  uniforms,  rifles,  swords,  targets,  ammunition, 
fete,  of  R.  O.  T.  C,  involving  responsibility  for  proper  record- 
ing, issuing  and  collection  of  such  equipment;  cleans  rifles  and 
ej  bther  equipment  and  makes  minor  repairs. 

B  382.  Supervisor,  Equipment  and  Supplies.  (b)   175-225 

Under  the  general  direction  of  the  Purchaser,  maintains  in- 
ventory control  of  materials,  supplies  and  equipment.  Checks 
and  analyzes  requisitions  before  purchases  are  made.  Effects 
transfer  of  surplus  supplies,  material  and  equipment  between 
departments.  Maintains  record  for  control  of  and  disposition 
of  obsolete,  old  or  unused  supplies  and  equipment  and  arranges 
For  sale  or  other  disposition  of  such  property.  Performs  other 
similar  and  related  duties  as  assigned  by  the  Purchaser. 
22 

B  401-450 — Stenographic  Subdivision 

This  Subdivision  includes  all  duties  involving  stenographic  abil- 
ty,  whether  as  a  major  or  as  a  minor  requirement. 

JJ  B  408.  General  Clerk-Stenographer—  (a)  155-175 

Performs   duties   of   the   sort  usually   performed   by   General 
Clerks  and  incidentally  takes  and  transcribes  dictation;  or  per- 
forms duties  requiring  a  competent  stenographer  with   purely 
J  incidental   clerical   duties.   For  example: 

(a)  Checks  computations  for  correctness  or  clerical  entries 
for  completeness  or  for  proper  authorization,  such  as  verifying 
entries  on  requisitions,  purchase  orders,  invoices,  payrolls,,  re- 
ports, etc..  and  also  acts  as  stenographer. 

(b)  Assists  with  the  routine  of  nurchasing,  such  as  posting 
entries   to   inventory  records,   issuing  purchase   orders   on   ap- 

21  proved   requisitions,   or   obtaining   quotations,   and   incidentally 
acts  as  stenographer. 

(c)  Makes  entries  which  may  involve  computation,  such  as 
posting  records  of  personnel,  types  warrants,  payrolls,  etc.,  and 

o  incidentally  acts  as  stenographer. 

(d)  Acts  as  general  clerk  and  stenographer  to  the  principal 
of  a  high  school,  performing  such  duties  as  keeping  attendance 
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records  of  teachers  and  pupils,  issuing  supplies  and  accounting 
for  same,  assisting  the  principal  generally,  and  taking  dicta- 
tion. 

(e)  Checks  the  accuracy  of  weights  and  measures  and  per- 
forms  incidental   stenographic   duties. 

(f)  Makes  simple  postings  of  receipts  and  disbursements  of 
a  petty  cash  or  small  revolving  fund,  and  performs  general 
stenographic  and  typing  duties. 

(g)  Posts  and  maintains  records  of  routine  information  such 
as  school  attendance  and  transfer  records,  involving  respon- 
sibility for  checking  and  verifying  such  information  and  ability 
to  take  dictation. 

(h)  Performs  duties  requiring  a  comoetent  stenographer 
with  only  incidental  duties  of  a  general  clerical  nature,  such  as 
taking  correspondence,  reports,  etc.,  by  dictation,  typing  re- 
ports, calendars,  records,  specifications,  etc.,  acting  as  secre- 
tary to  a,  department  head,  and  performing  such  incidental 
duties  as  filing,  distributing  mail,  routine  posting,  sorting 
papers,  or  checking  for  simple  errors. 

B  412.  Senior  Clerk-Stenographer—  (a)  180-200 

B  412a.    Sr.  Clerk-Stenographer,   Board  of  Supervisors 
B  412b.    Sr.  Clerk-Stenographer,  Assessor's  Office 
B  412c.    Sr.  Clerk-Stenographer,   Police  Department 
B  412d.    Sr.  Clerk-Stenographer,  Tax  Collector's  Office 
B  412e.    Sr.  Clerk-Stenographer,  Department  of  Public 

Health 
B  412f.    Sr.  Clerk-Stencgrapher,   Public  Utilities 

Commission 
B  412g.    Sr.  Clerk-Stenographer,   Board  of  Education 
B  412i.     Sr.  Clerk-Stenographer,   Retirement  System 
B   412j.    Sr.  Clerk-Stenographer,   Public  Administrator's 

Office 
B  412k.    Sr.  Clerk-Stenographer,   Fire  Department 
B  4121.     Sr.  Clerk-Stenographer,   Public  Welfare 

Department 
Performs  duties  of  the  sort  usually  performed  by  Senior 
Clerks  and  incidentally  takes  and  transcribes  dictation,  or  per- 
forms stenographic  duties  involving  the  taking  of  verbatim 
testimony  or  proceedings  and  may  involve  responsibility  for 
the  work  of  a  small  grouo  of  subordinates  performing  steno- 
graphic, typing,  or  related  clerical  duties. 

B  413.  Assistant  Clerk,  Board  of  Supervisors—  (b)  225-275 
Prepares  calendars  of  official  committees  of  the  Board  of 
Supervisors,  sends  out  notices  incidental  thereto,  maintains  rec- 
ords of  proceedings  and  of  actions  taken,  Drepares  resolutions, 
prepares  official  advertising  to  complete  legislative  action,  and 
performs  incidental  clerical  and  stenographic  duties  involving 
and  requiring  a  knowledge  of  legislative  procedure  and  resolu- 
tions and  ordinances  of  the  Board  of  Supervisors. 

B  414.  Head  Clerk-Stenographer—  (i)  200-250 

Subject  to  approval  of  the  Mayor,  selects  and  appoints  cit- 
izens to  ceremonial  and  reception  committees  for  various  civic 
functions.  Acts  as  secretary  to  these  committees  and  coordin- 
ates the  activities  of  the  members  of  the  committees.  Distrib- 
utes the  interest  on  various  trusts  and  funds  for  the  relief  of 
destitute  women  and  children.  Performs  stenographic  and 
clerical  duties  and  supervises  the  work  of  subordinate  steno- 
graphers. 
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415.  Confidential  Secretary  to  Chief 

Administrative  Officer —  (b)   175-225 

Takes  dictation  and  transcribes  notes  including  verbatim  re- 
>orts  of  conferences,  meetings  and  hearings.  Maintains  audit 
>f  expenditures  of  Publicity  and  Advertising  appropriations 
nd  performs  other  incidental  clerical  duties. 

B  416.  Assistant  to   Executive  Staff, 

Mayor's  Office—  (b)  200-250 

Acts  as  general  assistant  to  the  executive  staff  of  the 
flavor's  Office;  as  directed,  handles  correspondence,  inquiries, 
md  appointments:  on  assignment  makes  investigations  and 
eports  on  confidential  matters  and  maintains  confidential  file; 
cts  as  secretary  at  conferences  as  required  and  prepares  min- 
ites  and  reports  thereon. 

J  417.  Executive  Secretary  to  the  Controller—  (b)  250-300 
Receives  and  records  "Stop"  Notices  on  vendors'  and  con- 
ractors'  payments.  Maintains  record  of  all  bond  ordinances 
.nd  checks  and  records  changes  relating  to  these.  Takes  steno- 
graphic notes  and  prepares  verbatim  reports  of  hearings  and 
onferences  and  similar  proceedings.  Performs  such  other 
iuties  of  a  confidential  nature  as  may  be  assigned  and  super- 
ises  the  work  of  a  group  of  general  clerk-stenographers. 

3  418.  Confidential  Secretary  to  the  Assessor—       (b)   175-225 

Takes  dictation  and  transcribes  notes  and  performs  general 
lerical  duties  of  a  confidential  nature;  maintains  various  rec- 
)rds. 

3  419.  Assistant  to  the  Secretary, 

Civil  Service  Commission —  (b)  200-250 

Under  the   general   direction  of  the   Personnel   Director  and 

secretary   of   the   Civil   Service   Commission    reports   meetings. 

learings,  and  conferences  held  by  the  Commission;  independ- 
ntly  prepares,  subject  to  the  approval  of  the  Personnel  Direc- 
or    and    Secretary,    minutes    and    records    thereof;    writes    all 

:ommunications  in  connection  with  the  notification  to  depart- 

nent  heads  and  individuals  of  actions  of  the  Commission; 
upervises   indexing  of  actions   of   the   Commission;    maintains 

naster  file  of  Classification  of  Positions  and  amendments 
hereto  and  master  file  of  Civil  Service  Rules  and  amendments 
hereto:    handles    correspondence    for    the    Personnel    Director 

md  Secretary;  and  performs  other  related  and  similar  duties 
equiring  exercise  of  discretion  and  judgment. 

3  419.1.  Secretary,  Public  Welfare  Commission—  (b)  200-250 
Acts  as  Secretary  to  the  Public  Welfare  Commission.  Pre- 
pares agenda  and  minutes  of  meetings;  arranges  for  hearings 
)v  the  Public  Welfare  Commission;  notifies  interested  parties 
>f  Commission  actions;  handles  correspondence  for  Commis- 
>ion  members;  interviews  agents  from  other  welfare  agencies 
>n  matters  of  appeal  from  denials  of  public  assistance. 

B  420.  Phonographic  Reporter—  (a)  225-275 

Regularly  reports  verbatim  proceedings  of  a  legislative  body; 
t>r  acts  as  official  reporter  at  Coroner'-;  inquests. 

B   451-500 — Telephone  Operating  Subdivision 

This  Subdivision  includes  only  duties  involving  the  operation  of 
multiple  telephone  switchboards  and  assigned  clerical  work  Ti-hoi 
uich  duties  do  not  also  involve  stenography  or  typing.  See  also 
menographic  and  Typing  Subdivisions. 
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B  454.  Telephone  Operator—  (a)  150 

Operates  a  private  branch  multiple  telephone  switchboard 
and  performs  incidental  related  work  such  as  receiving  and 
transmitting  messages  or  checking  telephone  bills;  also,  when 
telephone  operating  duties  permit,  performs  unrelated  simple 
clerical  work  such  as  addressing  and  stamping  envelopes,  num- 
bering and  arranging  papers,  etc.;  or  performs  duties  of  the 
sort  usually  performed  by  Clerks  and  incidentally  acts  as  relief 
telephone  operator. 

B  458.  Chief  Telephone  Operator—  (a)  160-180 

Performs  the  duties  of  a  Telephone  Operator  and  in  addi- 
tion directs  a  group  of  Telephone  Operators;  adjusts  com- 
plaints regarding  telephone  service. 

B  460.  Secretarial  Telephone  Operator —  (i)  155-175 

In  addition  to  operation  of  P.  B.  X.  exchange,  acts  as  assist- 
ant to  Inspector  of  Complaints  and/or  performs  work  of 
a  secretarial  nature  as  required. 

B  501-550 — Typing  Subdivision 

This  Subdivision  includes  all  duties  involving  typing  ability 
(except  where  stenographic  duties  are  also  required),  whether  such 
duties  are  a  major  or  a  minor  requirement. 

B  510.  Braille  Typist—  (b)  150 

Types  reports  and  letters  from   Braille  system  translations. 

B  512.  General  Clerk-Typist—  (a)  155-175 

Continuously  copies  documents  to  be  recorded  or  court 
records  on  book  typewriting  machines  or  on  typewriters,  and 
checks  same  for  errors,  or  performs  duties  of  the  sort  usually 
performed  by  General  Clerks  and  incidentally  uses  the  type- 
writer. For  example: 

(a)  Makes  entries  which  may  involve  computation,  such  as 
preparing  payrolls  or  personnel  records,  distributing  cost  data, 
etc.,  and  uses  the  typewriter  in  connection  with  such  work. 

(b)  Accepts  and  accounts  for  departmental  receipts  based  on 
fixed  schedules,  such  as  fees,  deposits,  taxes,  or  license  pay- 
ments, and  issues  therefor  appropriate  receipts,  permits, 
licenses,  or  certificates;  also  does  general  typing  as  required. 

(c)  Secures  information  such  as  personal  history  of  appli- 
cants for  employment  or  for  admission  to  hospitals,  and  does 
general  typing  as  required. 

(d)  Posts  and  maintains  records  of  routine  information,  such 
as  Coroner's  cases  or  school  attendance  and  transfer  records, 
involving  responsibility  for  checking  and  verifying  such  infor 
mation;  and  in  addition  prepares  statistical  reports  and  does  in 
cidental  typing. 

(e)  Assists  with  routine  purchasing  duties,  such  as  issuing 
purchase  orders  against  approved  requisitions,  securing  quota 
tions  or  other  required  information,  figurine  costs  on  requisi 
tions,  tabulating  bids,  and  preparing  specifications,  and  does 
general  typing. 

B  516.  Senior  Clerk-Typist—  (a)   180-200 

B  516a.  Senior  Clerk-Typist,  Public  Welfare  Department 
B  516b.  Senior  Clerk-Typist,  District  Attorney's  Office 

Performs  duties  of  the  sort  usually  performed  bv  Senior 
Clerks  and  incidentally  uses  the  typewriter.  For  example: 

(a)  Interviews  female  complainants  and  witnesses  in  the 
office  of  the  District  Attorney  for  the  purpose  of  securing  in- 
formation on  which  to  base  criminal  charges,  involving  dis- 
cretion in  securing  such  information;  and  does  general  typing 
as  required. 
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DIVISION  C 
CUSTODIAL  SERVICE 

This  Division  includes  duties  involving  the  custody  and  cleaning 
f  public  buildings  or  other  city  property;  also  the  guarding  of 
ity  property  or  of  private  property  under  attachtnent. 

SO       C  1-50 — Building  Superintendent  Subdivision 

1  2.  Assistant  Superintendent  of  Auditorium —       (a)   170-200 

Assists  the  Superintendent  in  assigning  space  in  the  Audi- 
torium and  in  supervising  the  care  and  use  of  the  building. 
m,  4.  Superintendent  of  Auditorium—  (a)  200-250 

Subject  to  general  direction,  is  responsible  for  the  care  and 
se  of  the  Exposition  Auditorium,  including  arrangements  for 
easing,  collection  of  rents  or  of  damages  caused  by  lessees, 
nd  reporting  of  needed  repairs. 

C  51-100 — Elevator  Operator  Subdivision 


Z  52.  Elevator  Operator—  (a)  145-155 

Operates  an  elevator  and  directs  visitors. 

:  54.  Elevator  Starter—  (a)  160-170 

Arranges    shifts   for  a   small  group   of   Elevator    Operators, 
eeps  time  of  the  group,  acts  as  starter. 


C   101-150 — Janitorial  Subdivision 

:  101.  Dressing  Room  Maid —  (b)  .75hr. 

Attends  ladies'  dressing  rooms  in  public  buildings;  keeps 
ooms  clean. 

\  :  102.  Janitress—  (a)  130-140 

Cleans,  scrubs,  and  mops  floors  and  walls;  washes  glass 
loors,  partitions  and  windows,  where  work  is  not  done  at 
langerous  heights. 


:  104.  Janitor—  (a)   145-155 

Cleans,  scrubs  and  mops  floors  and  walls  in  buildings  and 
;treet  cars;  polishes  brass  and  marble;  waxes  floors;  washes 
vindows,  where  work  is  not  done  at  dangerous  heights;  places 
nd  removes  temporary  seats;  assists  with  preparation  of 
tages  and  platforms  and  with  decorating  for  special  occa- 
ions;  cleans  up  rubbish  from  grounds;  or,  as  an  incident  to 
hese  duties,  cares  for  lawns  and  shrubbery,  makes  minor  re- 
>airs,  or  regulates  heating  and  ventilation. 

105.  Special  Janitor—  (b)  152.50-162.50 

Performs   the  duties   of  a  janitor  when   such  duties   involve 

xtra  and  unusual  duties  as  required   under  Sections  6.750  to 

.772  of  the  State  School  Code. 

:  106.  Sub-Foreman  Janitor—  (a)   160-170 

C  106b.  Sub-Foreman  Janitor,  Department  of  Public  Works 
C  106c.  Sub-Foreman  Janitor,  Public  Utilities  Commission 
Performs  the  duties  of  a  Janitor  and  incidentally  direct"  the 

vork  of  not  more  than  two  Janitors. 
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C  107.  Working  Foreman  Janitor—  (b)  165-185 

Performs  the  duties  of  a  Janitor  and  incidentally  directs  thel 
work  of  a  small  group  of  not  less  than  three  Janitors. 

C  108.  Foreman  Janitor—  (a)   175-185 

C   108a.  Foreman  Janitor,  Auditorium 
C   108b.  Foreman  Janitor,  Department  of   Public  Works 
C   108c.  Foreman  Janitor,  War  Memorial 

Assists  a  Head  Janitor  in  supervising  a  large  group  of  Jan-| 
itors  or  directs  a  large  group  of  Janitors  such  as  those  at  the 
Hall  of  Justice;  looks  after  supplies;  may  keep  time  of  sub- 
ordinates. 

C  109.   Stage  Hand —  (b)   (for  performance  of  4  hrs.  or  less) 
7.  grips,  clearers,  lamp  operators  and  extra  flymar 
7.50  Head  flyman,  front  light  operators,  bridge  lighl 
operators. 

Under  the  direct  supervision  of  a  stage  electrician,  stage 
carpenter  or  a  stage  property  man,  performs  duties  peculiai 
to  one  or  more  of  these  classes  of  work. 

C  110.  Head  Janitor—  (a)  225-27i 

Directs  a  large  group  of  Janitors,  such  as  the  Janitors  oi 
the  public  buildings  under  jurisdiction  of  the  Department  ot 
Public  Works;  orders   supplies;   keeps  time  of  subordinates. 

C  112.  Supervisor  of  School  Janitors —  (a)  200-22J 

Directs  the  work  of  all  school  Janitors  during  vacation  anc 
at  other  times  investigates  and  adjusts  complaints  relating  tc 
janitorial  service;  incidentally  performs  routine  clerical  duties 
as  assigned. 

C  151-200 — Watchman  Subdivision 

C  152.  Watchman—  (a)  145-15, 

Guards  public  property,  performs  incidental  duties  in  connec 
tion  therewith,  and  makes  required  reports.    For  example: 

(a)  Patrols  public  buildings  or  grounds  at  regular  intervals 

(b)  Guards  other  city  property  as  assigned. 
In  addition  to  any  of  the  above  duties  performs  related  or 

cidental  duties  as  required. 

C  153.  Bridge  Attendant—  (a)  145-15 

Watches  bridges,  stops  traffic  before  bridge  is  raised,  signal 
bridge  operator  when  passage  is  clear,  greases  mechanism 
bridges;  in  case  of  accidents  secures  names  of  witnesses  ane 
other  information  necessary  to  properly  report  such  accidents 

C  154.  Keeper,  Sheriff's  Office—  (a)  145-15 

Guards  property  under  attachment;  delivers  daily  receipts  t 
Sheriff's  Office,  prevents  unauthorized  removal  of  propert; 
under  attachment,  and  supervises  removal  of  seized  propert 
as  directed. 

C  156.  Head  Keeper,  Sheriff's  Office—  (a)  175-22 

Directs  the  work  of  Keepers  guarding  property  under  at 
tachment;  receives  and  accounts  for  money  collected  from  sai 
Keepers;  supervises  the  placing  of  Sheriff's  locks  on  premise 
where  property  is  held  under  attachment  or  execution;  author 
izes  and  supervises  removal  of  such  property;  may  also  adver 
tise  and  conduct  Sheriff's  sales. 
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C  201-250 — Window  Cleaning  Subdivision 


Z  202.  Window  Cleaner—  (a)  160-170 

Regularly  and  continuously  cleans  windows  involving  work 
it  dangerous  heights. 

:  204.  Sub-Foreman  Window  Cleaner—  (a)  175-185 

Performs  the  duties  of  a  Window  Cleaner  and  incidentally 
lirects  a  small  group  of  Window  Cleaners. 

C  251-300 — Opera  House  Attendant  Subdivision 

!  251.  Supervisor  of  Opera  House  Attendants —  (b)  $1  hr 

Directs  and  supervises  the  work  of  Opera  House  Attendants, 
nakes  assignments  and  acts  as  head  usher  in  charge  of  seating 
nd  direction  of  audiences. 

^  252.  Opera  House  Attendant—  (b)  .75  hr 

Performs    routine    duties   of    ushers,    ticket    collectors,    stage 
_.oor  keepers,  guides,  program  boys,  hat  check  girls,  and  simi- 
ir  theatre  attendants  not  separately  classified. 


[63| 


DIVISION  D 
DETENTION  SERVICE 

This  Division  includes  duties  involving  responsibility  for  the 
custody  of  prisoners;  for  the  execution  of  attachments,  writs, 
processes,  jury  summonses,  or  orders  of  the  Court;  for  the  mainte- 
nance of  order  in  court;  and  for  the  transportation  of  prisoners, 
insane  persons,  juvenile  offenders,  and  orphans  to  state  institutions. 

{For  regular  duties  as  peace  officer  or  detectixre,  see  Police 
Division;  for  corrective  work  in  Juvenile  Detention  Home,  see 
Welfare  Division;  for  guarding  of  public  property  or  property 
under  attachment,  see  Custodial  Dhnsion.) 

D  1-50 — Bailiff  Subdivision 

D  2.  Bailiff—  (a)  180-200 

Maintains  order  in  a  court;  guards  juries;  is  responsible  for 
custody  of  prisoners  while  in  court  or  for  conducting  prisoners  If 
between    jails    and    court;    serves    jury    summonses;    executes  " 
court  orders;   also  when   required,  conducts    prisoners,   insane 
persons,  juvenile  offenders  or  orphans  to  state  institutions  or 
serves  attachments,  writs,  or  processes  as  directed. 

D  3.  Woman  Bailiff—  (i)  180-200 

Performs  the  duties  of  a  Bailiff  when  such  duties  involve  the 
care  of  women  jurors  or  the  custody  or  transportation  of 
women  prisoners. 

D  4.  Sergeant-at-Arms,  Board  of  Supervisors —         (a)  180-200 

Maintains  order  at  meetings  of  the  Board  of  Supervisors  and 
at  meetings  of  committees  of  the  Board;  at  other  times,  per- 
forms miscellaneous  duties  as  directed. 

D  5.  Detention  Hospital  Bailiff—  (b)  220-250 

Performs  the  duties  of  a  bailiff  when  these  duties  involve  the  fl 
handling  of  all  insane  patients,  narcotic  addicts,  alcoholics,  and 
feeble-minded.  Makes  arrangements  for  transporting  such  pa 
tients  to  state  hospitals  and  assigns  matrons  and  deputies  to 
escort  such  patients  when  transported  to  hospitals.  Cares  for 
the  personal  property  of  patients  and  is  responsible  and  ac 
counts  for  funds  advanced  from  sheriff's  revolving  fund  for 
transportation  of  patients  and  deputies.  Performs  clerical  work 
incident  to  the  performance  of  these  duties. 

D  6.  Special  Officer—  (b)  150-175 

Makes  investigations  to  determine  who  may  be  responsible 
for  commitment  of  psychiatric  cases  to  state  hospitals  and 
when  proper,  initiates  procedures  for  such  commitment;  acts 
as  liaison  officer  between  the  patient  and  the  agencies  involved 
such  as  the  District  Attorney's  office,  the  Police  Department 
the  Superior  Court,  the  Department  of  Public  Health,  and  so- 
cial agencies;  sees  that  required  action  is  taken  to  accomplisr 
legal  disposition  of  the  case. 

D  51-100 — Jailer  Subdivision 

D  52.  Jail  Matron—  (a)  170-19( 

Is  responsible  for  custody  of  female  prisoners  confined  tc 
jail  or  working  on  assigned  duties  about  the  jail;  also  wher 
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equired,  conducts  female  prisoners  between  jails  and  courts 
or  from  jails  to  state  prisons  and  female  insane  persons  to 
tate  institutions. 

to  54.  Head  Jail  Matron—  (a)  190-210 

Directs  a  group  of  Jail  Matrons;  assigns  posts  and  duties; 
checks  prisoners;  orders  supplies  and  is  responsible  for  the 
administration  of  a  small  jail  in  which  women  are  confined. 

D  60.  Jailer—  (a)  170-190 

Is  responsible  for  the  custody  of  prisoners  confined  to  jail 
or  working  on  assigned  duties  about  the  jail;  also,  when  re- 
quired, conducts  prisoners  between  jails  and  courts  or  from 
ails  to  state  prisons  and  may  also  conduct  insane  persons, 
uvenile  offenders,  or  orphans  to  state  institutions. 

D  64.  Captain  of  Watch—  (a)  190-210 

Directs  a  group  of  Jailers,  assigns  posts  and  duties,  and 
hecks  prisoners;  or  assists  the  Superintendent  of  Jail,  as 
issigned,  when  such  assignment  involves  supervisory  responsi- 
bility; takes  charge  of  the  jail  on  night  shifts  or  in  the  absence 
f  the  Superintendent  of  Jail. 

D  66.  Superintendent  of  Jail —  (a)  235-275 

Has  general  charge  of  a  separately  maintained  jail;  directs 
he  receiving,  custody,  discipline,  and  discharge  of  prisoners; 
s  responsible  for  the  care  and  maintenance  of  buildings  and 
rounds;  directs  the  keeping  of  records  relating  to  operations, 
quipment,  personnel,  inmates  and  property  of  inmates;  and 
prepares  reports  as  required. 


D  101-150 — Writ  Serving  Subdivision 

3   102.  Writ  Server—  (a)  190-220 

Serves   or   executes  attachments,  writs,   processes,   or  orders 
if  the  court  and  keeps  such  records  as  required;  when  required, 
onducts  prisoners  to  state  prisons,  or  insane  persons,  juvenile 
iffenders,   or  orphans   to   state  institutions;   serves   jury  sum- 
to  nonses;    continuously    requires    irregular    and    extra    hours    on 
or  :itv  and  county  business. 

ID 
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DIVISION  E 
ELECTRICAL  TRADES  SERVICE 

This  Division  includes  duties  requiring  skill  in  the  elcctrica, 
trades,  the  supervision  or  inspection  of  such  duties,  and  the  duties 
of  assistants  which  require  previous  experience  in  these  trades 

Duties  normally  allied  with  the  Building  Trades,  such  as  those 
of  Electricians  and  Electrical  Inspectors,  have  been  included  here 
for  better  comparison  "with  related  employments. 

(For  duties  requiring  professional  electrical  engineering  quali- 
fications, see  Engineering  Division.) 

E   1-50 — Electrical  Inspection  Subdivision 

E  2.  Line  Inspector—  (a)  210-250 

Inspects  overhead  electrical  and  radio  wiring  systems  and 
installations  to  insure  adherence  to  laws  and  ordinances  relat 
ing  to  elevation,  clearance,  and  other  safety  factors;  requires 
thorough  knowledge  of  such  laws  and  ordinances  and  the 
qualifications  of  a  journeyman  lineman. 

E  4.  Electrical  Inspector—  (a)  215-265 

Inspects  electrical  installations  and  construction  in  or  about 
buildings  for  the  purpose  of  enforcing  laws  and  ordinances, 
and  makes  required  reports;  requires  thorough  knowledge  oi 
such  laws  and  ordinances  and  the  qualifications  of  a  foreman 
or  master  electrician. 

E  8.  Chief  Electrical  Inspector—  (a)  250-30C 

Plans  and  directs  the  work  of  Electrical  Inspectors,  approves 
or  disapproves  plans  and  specifications  for  electrical  installa- 
tion, and  supervises  the  maintenance  of  inspection  records. 

E  51-100 — Fire  Dispatching  Subdivision 

E  52.  Fire  Dispatcher—  (a)  200-23.' 

Under  the  supervision  of  the  Chief  Fire  Dispatcher,  operates 
telegraph  and  radio  transmitting  equipment  in  the  reception  o: 
fire  alarms  and  relays  same  to  all  fire  companies,  assigns, 
equipment  in  response  to  "still"  alarms,  receives  and  sends! 
messages  in  Morse  Code,  tests  circuits  and  assists  in  locating 
circuit  defects,  or,  if  necessary,  makes  emergency  repairs  tc 
the  Central  Station  equipment.  Requires  the  knowledge  anc 
skill  of  an  experienced  telegraph  operator  and  must  posses 
the  Federal  Communications  Commission's  license  of  "Radi< 
Telephone  Operator,  First  Class." 

E  54.  Chief  Fire  Dispatcher—  (a)  225-27 

Directs  a  group  of  Fire  Dispatchers;  is  responsible  for  train 

ing  new  Fire  Dispatchers;  directs  testing  of  equipment;  main 

tains  required  records,  and  prepares  required  reports. 

E   101-149 — General  Electrical  Subdivision 


%■ 


E  104.  Batteryman-Electrician—  (s)  lit  *■■ 

Overhauls,  repairs,  assembles,  charges,  installs,  inspects  anc 
keeps  in  good  condition  automobile  storage  batteries,  adjust 
and  repairs  automobile  ignition  and  lighting  systems  an< 
magnetos. 
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E  106.  Armature  Winder—  (s)  10  d 

Rewinds  and  repairs  armatures. 

E  107.  Power  House  Electrician—  (s)  11  d 

Repairs  and  maintains  electrical  equipment  used  in  the  pro- 
duction of  power  at  power  houses,  such  as  generators,  motors, 
transformers,  oil  circuit  breakers,  etc.;  tests  and  adjusts  relays, 
meters,  regulators,  etc.  Does  other  general  electrical  work 
requiring  the  experience  and  qualification  of  a  journeyman 
electrician  and  experience  on  power  house  equipment. 

E  108.  Electrician—  (s)  11  d 

(1)  Installs,  repairs  and  maintains  general  electrical  equip- 
ment, wiring  and  cable  systems  (exclusive  of  cable  splicing) 
and  electric  conduit  systems  (including  the  necessary  cutting 
and  channeling  for  such  installations)  and  other  similar  work 
requiring  the  experience  and  qualifications  of  a  journeyman 
electrician;  or  (2)  installs,  operates  and  maintains  all  sorts  of 
electrical  apparatus  peculiar  to  self-maintained  plants,  such  as 
scientific  electrical  apparatus,  sterilizers,  X-ray  apparatus, 
inter-communicating  telephone  systems,  electrical  clock  sys- 
tems, automatic  elevators,  and  electric  refrigerators. 

E  109.  Stage  Electrician—  (s)  12.50  d 

Is  responsible  for  maintenance  and  operation  of  all  stage  elec- 
trical wiring  and  equipment  at  War  Memorial  Buildings.  Also 
maintains  house  lights.  Plans  and  produces  such  special  lighting 
effects  as  may  be  required  in  various  performances.  Must  have 
ithe  qualifications  of  a  journeyman  electrician  and  have  experi- 
ence in  stage  work. 

30  E  110.  Radio  Maintenance  Man—  (s)  10  d 

t      Repairs    and    maintains    radio    broadcast    transmitter    equip- 

!ia  ment  and  apparatus  and  installs,  repairs  and  maintains  radio 

receiving  sets  in  Fire  Department  and  Police  cars;  requires  a 

thorough    experience    with    and    technical    knowledge    of    such 

E  110.1.  Sound  Technician—  (s)lld 

■2j      Operates,   maintains   and   repairs    public   address   equipment; 
ii  sets  up  microphones  and  pick-ups;   requires  thorough  knowl- 
edge of  audio  circuits, 
id 

[nJ  E  111.   General  Foreman  Electrician —  (b)  325 

tin  Regularly  plans  and  directs  the  work  of  several  groups  of 
c  ti  electricians  working  simultaneously  at  different  locations;  also 
jn  estimates  costs;  requisitions  materials  and  checks  delivery  of 
,es  ianie;  keeps  time  of  subordinates;  and  makes  reports  as  needed. 

all2  113.  Foreman  Electrician,  Public  Utilities 

Commission —  (s)  12  d 

Plans  and  directs  the  work  of  Electricians;  assigns  men  to 
obs;  requisitions  materials;  estimates  costs;  inspects  work; 
eeps  time  of  subordinates,  and  makes  reports. 

I  116.  Superintendent  of  Plant,  Department 

of  Elecricity—  (a)  250-325 

Directs  the  construction,  according  to  specifications,  and  the 
naintenance   of   Police,   Fire,   and   Traffic   signal    systems;    in- 
lolves  also  maintenance  of  teletype  system,  short  wave  radio 
„,  ommunication    system    for    mobile    cars,    and    public    address 
■simplifying  apparatus;   requires  a  thorough   knowledge  of  elec- 
trical  shop   work  and   the   use   of   Morse   Code  in  testing  ap- 
aratus. 
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E  120.  Governorman—  (b)  150-175 

Under  supervision,  operates  governors  regulating  flow  of 
water  against  water  wheels  at  Hetch  Hetchy  Power  House; 
operates  generators,  oil  pressure  sets,  pumps,  and  auxiliary 
equipment  in  connection  with  generation  of  electric  power; 
also  assists  in  making  minor  repairs  and  adjustments  to  equip- 
ment and  performs  similar  related  duties. 

E   122.  Power  House  Operator—  (b)  175-200 

Is  responsible  during  assigned  watch  for  the  operation  of  the 
switchboard  at  a  power  house.  Cleans  generators,  transform- 
ers, and  motors;  maintains  log  of  operations,  and  supervises 
Governormen  assigned  to  the  watch. 

E  128.  Superintendent  of  Power  House, 

Power  Division—  (b)  200-250 

Under  general  supervision,  is  responsible  for  the  operation 
and  maintenance  of  a  large  power  plant  in  which  power  is  pro- 
duced, including  responsibility  for  all  equipment  and  property 
therein.  May  also  include  in  addition,  responsibility  for  the 
repairs  and  maintenance  in  camps,  canals,  roads,  flumes,  etc., 
adjacent  thereto.  Involves  supervision  of  Operators  and  Gov- 
ernormen and  other  employees  engaged  in  such  duties. 

E  130.  Elevator  Mechanic—  (s)  12  d 

Maintains  and  repairs  mechanical  and  electrical  devices  and 
equipment  of  elevators,  including  stage  elevators. 


E  150-200 — Lineman  Subdivision 

E  150.  Lineman  Helper —  (s)  7  d 

Assists  Lineman  as  directed  in  the  performance  of  his  duties 
such  as  preparing  and  maintaining  power  transmission 
lines,  etc. 

E  151.  Transmission  Line  Patrolman  Helper —  (s)  7  d 

Under  the  direction  of  a  Transmission  Line  Patrolman 
assists  in  repairing  and  maintaining  high  tension  transmission 
lines  and  towers, 
equipment. 

E  152.  Transmission  Line  Patrolman —  (s)  9.60  d 

Patrols,  repairs,  and  maintains  high  tension  transmission 
lines,  transmission  towers  and  substations,  requiring  the  quali- 
fications of  a  journeyman  lineman  and  experience  on  high 
tension  lines. 

E  154.  Lineman—  (s)  9.60  d 

Erects  poles,  and  strings  and  maintains  electric  light,  power 
trolley,  or  signal  lines  and  cables;  tests  lines  and  signal  ap 
paratus  and  removes  and  replaces  defective  apparatus;  require 
the  experience  and  qualifications  of  a  journeyman  lineman. 

E  155.  Cable  Splicer's  Helper—  frJSj 

Guards  manhole  while  Splicer  is  working:  prepares  material.' 
and  generally  assists  a  Cable  Splicer  as  directed  when  sucr] 
duties  involve  the  use  of  tools  of  the  trade. 

E  156.  Cable  Splicer—  fs)12cl 

Makes  joints  and  splices  in  all  lead-covered  cables  for  lightl 
power,  and  signal  purposes;  repairs,  connects,  and  tests  cable j 
up  to  and  including  their  terminals;  requires  the  qualification^ 
of  a  journeyman  cable  splicer. 
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E  160.  Foreman  Lineman,  Public  (b)  220  5-d  w 

Utilities   Commission —  265  6-d  w 

Plans  and  directs  the  work  of  Linemen  in  the  construction 
nd  maintenance  of  trolley  systems. 

I  162.  Foreman  Lineman,  Department  of  (b)  220  5-d  w 

Electricity—  265  6-d  w 

Plans  and  directs  the  work  of  Linemen  in  the  installation 
ind  maintenance  of  Police,  Fire  and  Traffic  signal  systems. 

E  164.  Foreman  Lineman,  High  Tension  (b)  220  5-d  w 

Lines,  Public   Utilities  Commission —  265  6-d  w 

Directs  and  supervises  maintenance  and  construction  of  high 
ension  power  and  telephone  lines  involving  the  placing  and 
he  maintenance  of  motors,  transformers,  circuit  breakers, 
witches,  etc.,  and  the  maintenance  of  substations. 


le 
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DIVISION  F 
ENGINEERING  SERVICE 

This  Division  includes  only  duties  requiring  professional  engi- 
neering training  or  specialised  training  allied  thereto. 

(For  electrical  and  steam  operating  engineers,  see  Miscellaneous 
Trades  Division.) 

F   1-49 — Administrative  Subdivision 

The  Administrative  Subdivision  covers  the  planning  and  direc- 
tion of  major  engineering  projects,  but  not  the  supervision  of 
engineering  duties  falling  within  a  single  subdivision  of  this 
service. 

F  2.  Assistant  Engineer,  Water  Service—  (a)  400-500 

Under  general  direction  of  the  Chief  Engineer,  exercises  gen 
eral  supervision  over  the  construction,  operation  and  mainten- 
ance of  all  engineering  work  of  the  Water  Service  Bureau 
outside  of  San  Francisco. 

F  4.  Assistant  City  Engineer—  (a)  500-650 

Exercises  general  supervision  over  surveys  and  over  the 
design,  construction,  and  maintenance  of  all  municipal  engi 
neering  projects  within  the  city  except  tunnel  and  public  utility 
construction;  regularly  represents  the  City  Engineer's  Office 
before  the  Board  of  Supervisors  or  its  committees  when  mu 
nicipal  improvements  are  being  considered. 

F  8.  Utilities  Engineer—  (a)  500-750 

Exercises  general  supervision  over  the  design  and  construc- 
tion of  tunnels  and  other  projects  of  larger  scope  and  over  the 
design,  construction  and  operation  of  municipally-owned  water 
and  power  projects  and  street  railways. 

F  9.  Chief  Engineer,  Hetch  Hetchy  Water  Supply,  Power 

and  Utilities  Engineering  Bureau —  (b)  833.33 

Under  the  general  direction  of  the  Manager  of  Utilities,  is 
responsible  for  the  management,  construction,  operation,  andllton 
maintenance  of  electric  power  projects  and  plants  operated  by)  tisc 
the  city;  is  responsible  for  all  the  engineering  functions  and  ac-|L 
tivities   involved  in   the   design   and   construction   and   replace-    ^ 
ment  of  all  other  utilities,   except  that   of  the  San   Francisco 
Water  Department 

F  10.  City  Engineer—  (b)  650-833.33  [,,„. 

Subject  to  administrative  approval,  directs  various  engineer 
ing  projects  such  as  sewers,  streets,  tunnels,  etc.,  coming  under  se(s 
the  jurisdiction  of  the  Department  of  Public  Works.  igerc 
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F  50-100 — Aeronautical  Subdivision 


F  50.  Maintenance  Chief,  San  Francisco 

Airport—  (i)  175-20C  |^ 

Under  general  direction  of  the  Manager  and/or  Assist 
ant  Manager  of  the  San  Francisco  Airport,  maintains  all  if< 
paved  runways,  buildings,  equipment,  boundaries,  and  auto-  . 
motive  equipment,  including  fire  engines;  makes  permanent  "J- 
repairs  to  boundary,  beacon,  and  flood  lights;  operates  tractor, 
grass  cutter,  power  boat  and/or  other  mechanical  equipment 
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in   emergencies    directs    the   work   of   Airport   Attendants   and 
Crew  Chief;  inspects  repairs  and  minor  improvements. 

F  51.  Airport  Attendant—  (i)  145-155 

Under  direction,  loads  and  unloads  mail  and  baggage  from 
airplanes;  moves  planes  in  and  out  of  hangars;  starts  and 
warms  up  motors,  and  supervises  the  fueling  of  planes;  main- 
tains field,  hangars,  and  other  buildings  in  clean  condition; 
performs  other  similar  duties. 

F  52.  Crew  Chief,  San  Francisco  Airport—  (i)  155-175 

Supervises  and  directs  work  of  Airport  Attendants;  is  respon- 
sible for  proper  loading  and  unloading  of  mail,  express,  and 
baggage;  enforces  on  the  field  the  regulations  of  the  Federal 
Bureau  of  Air  Commerce,  and  is  responsible  for  seeing  that 
the  orders  of  the  Control  Tower  Operator,  regarding  traffic 
on  the  field,  are  obeyed;  is  responsible  for  maintaining  lights 
and  field  equipment  in  good  working  order  and  makes  reports 
on  condition  of  such  equipment. 

F  52.1.  Junior  Airport  Control  Tower 

Operator—  (b)  175-200 

Under  direct  supervision  of  the  Control  Tower  Operator, 
performs  any  and  all  duties  relating  to  Control  Tower  opera- 
tions as  assigned;  relieves  Control  Tower  Operator  and/or 
Crew  Chief  in  the  absence  of  either;  must  possess  minimum 
requirements  established  by  the  United  States  Department  of 
Commerce. 

F  53.  Associate  Airport  Control  Tower 

Operator—  (b)  200-250 

Is  responsible  for  communicating  instructions  and  directions 
to  airplanes  arriving  at  the  San  Francisco  Airport;  directs  pilots 
as  to  landing  direction  and  advises  regarding  weather  condi- 
tions and  physical  and  traffic  conditions  on  the  field;  is  respon- 
sible for  seeing  that  each  incoming  plane  will  have  right  of 
way  in  landing;  communicates  directions  by  radio  or  by  flash- 
lights to  those  planes  not  equipped  with  radio;  maintains  a 
complete  log  of  plane  arrivals  and  departures  at  the  San  Fran- 
cisco Airport. 

F  54.  Senior  Airport  Control  Tower 

Operator—  (b)  250-300 

Directs  the  operation  of  the  Airport  Control  Tower,  and 
when  required  performs  the  duties  of  an  Associate  Airport 
31  Control  Tower  Operator;  collects,  tabulates,  and  directs  dis- 
eej  semination  of  meteorological  and  other  data  to  be  broadcast; 
sees  that  regulations  of  the  United  States  Department  of  Com- 
nerce  are  properly  adhered  to;  prepares  reports  as  may  be 
equired  by  the  Airport  Manager. 

F  60.  Assistant  Manager,  San  Francisco 

Airport—  (a)  200-250 

Assists  in  directing  the  operation  of  the  San  Francisco  Air- 

21  >ort;  collects  fees,  rents  and  other  revenues;  in  the  absence  of 

he    Manager    supervises    landing    and    departure    of    aircraft; 

■equires  a  knowledge  of  aircraft  and  airport  regulations. 

;  J  ?  62.  Manager  of  San  Francisco  Airport—  (a)  400-500 

Subject  to  administrative  approval,  directs  the  operation  of 
he  San  Francisco  Airport;  assigns  hangar  space;  sees  that  air- 
raft  and  pilots  are  licensed;  examines  non-licensed  pilots  and 
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aircraft  to  determine  whether  or  not  to  grant  permission  to 
take  off;  looks  after  collection  of  fees,  rents,  and  revenues;  en- 
forces regulations  of  the  airport;  requires  a  knowledge  of  such 
matters  as  aircraft  construction,  safety  factors,  and  flying  con- 
ditions. 


F  101-150 — Architectural  Subdivision 


F  102.  Architectural  Draftsman —  (a)  200-250     j 

Regularly   performs   general   drafting  and   computing   duties   I 

with  particular  emphasis  on  the  preparation  of  drawings,  plans,   I 

specifications,  etc.,  for  the  construction  or  repair  of  buildings.  I, 

F  104.  Architectural  Estimator—  (a)  250-325  1 1 

Checks  plans  and  specifications  submitted  by  architects  If 
bidding  on  construction  of  public  buildings  to  insure  conformity  I 
to  specifications  of  the  City  Architect;  also  checks  progress  I 
estimates  of  contractors  as  a  basis  for  progressive  payments. 

F  106.  Architectural  Designer—  (a)  250-325  I 

Performs  the  duties  of  an  Architectural   Draftsman,  and  in  L 
addition  directs  the  preparation  of  plans  and  specifications  for  I 
the   construction   or   repair  of  buildings;   directs   the   work   of  IP 
draftsmen  as  assigned. 

F  108.  Architect—  (a)  300-375  I 

Regularly  supervises  the  design,  construction  and  alteration  Im 
of  buildings  of  major  proportions;  directs  draftsmen  and  in-  lbs 
spectors  as  required. 

P' 112.  City  Architect—  (b)  500-600 

Subject  to  administrative  approval,  prepares  plans  and  speci- 1 
fications  for  public  buildings  and  supervises  and  is  re-  y" 
sponsible  for  inspection  of  construction  and  equipment  ofJK 
public  buildings  in  course  of  construction.  Is  required  to  hold  I"1'1 
a  certificate  issued  by  the  State  of  California  for  the  practice  pj 
architecture. 

I 
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F  151-200 — City  Planning  Subdivision 

F  158.  City  Planning  Engineer  and  Secretary —  (a)  275-375 
Acts  as  executive  officer  of  the  City  Planning  Commission: 
maintains  official  maps  of  zones  and  set-back  lines;  handles 
procedure  connected  with  requests  for  re-classification  and 
hearings  thereon;  makes  independent  field  investigations  when 
necessary. 

F  201-250 — Civil  Engineering  Construction 
Subdivision 

F  202.  Inspector  of  Public  Works  Construction—    (a)  200-225  to 

Performs  inspection  duties  on  engineering  projects,  such  as 
streets,    sewers,   sidewalks,   walls,    etc.,   where   no   professional 
engineering    or    surveying    knowledge    is    required;    sees    thalr'K 
materials  and  workmanship  conform  to  plans  and  specifications:^ 
sees  that  lines  and  grades  are  followed;  makes  cost  and  progT 
ress  reports.    Works  alone  on  minor  projects  or  under  imme-p 
diate  supervision  on  major  projects. 
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Investigates,  in  an  assigned  district,  the  condition  of  streets, 
sidewalks,  and  side  sewers;  sees  that  retaining  walls  conform 
to  ordinances  relating  thereto,  that  openings  in  streets  are 
properly  backfilled  and  repaved,  and  that  streets  are  kept  clear 
of  obstructions;  investigates  complaints  relating  to  these  mat- 
ters, and  makes  required  reports. 

F  204.  Civil  Engineering  Inspector—  (a)  225-250 

Inspects  the  construction  of  minor  engineering  projects  or 
assists  in  the  inspection  of  construction  on  major  engineering 
projects  where  such  duties  involve  responsibility  for  locating 
lines  and  levels  and  for  computing  grades,  curves,  etc.,  or  for 
computing  quantities  and  costs  on  major  projects;  requires 
ability  to  do  surveying  and  a  knowledge  of  engineering  formu- 
lae; sees  that  workmanship,  materials,  lines  and  grades  con- 
form to  specifications;  makes  required  reports. 

F  206.  Senior  Civil  Engineering  Inspector—  (a)  250-275 

F  205a.  Senior  Civil  Engineering  Inspector, 
Department  of  Public  Works 

Performs  the  duties  of  a  Civil  Engineering  Inspector  on 
major  engineering  projects,  and  in  addition  thereto  directs  the 
work  of  subordinate  inspectors  and  others  working  on  such 
projects. 

F  208.  Chief  Civil  Engineering  Inspector, 

Minor  Projects  (a)  275-325 

Directs  the  inspection  of  construction  on  all  minor  engineer- 
ing projects,  such  projects  usually  being  in  progress  simul- 
taneously at  various  locations;  checks  the  work  of  subordinate 
inspectors. 

F  210.  Chief  Civil  Engineering  Inspector, 

Major  Projects—  (a)  325-400 

Directs  the  inspection  of  construction  on  major  engineering 
projects,  such  projects  usually  being  in  progress  simultan- 
eously at  various  locations;  checks  the  work  of  subordinate 
nspectors. 

F  212.  Engineering  Assistant,  Power  Operative 

Division—  (b)  225-250 

Under  general  direction,  inspects  and  makes  recommenda- 
ions  regarding  proper  maintenance  and  repairs  to  dams,  aque- 
ducts, reservoirs,  canals,  pipe  lines,  camp  sewer  and  water  sys- 
ems,  roads,  bridges,  telephone  and  transmission  lines,  struc- 
ures,  etc.,  of  the  Power  Operative  Division  when  such  dutie.-. 
equire  a  knowledge  of  surveying  and  the  use  of  engineering 
ormulae;  assists  in  preparing  and/or  checking  estimates  of 
rosts  and  in  supervising  and  directing  repairs.  Acts  as  general 
mgineering  assistant  in  the  operation  and  maintenance  of  the 
>roperties  of  the  Power  Operative  Division. 

I  214.  Construction  Engineer—  (a)  300-350 

Under  general  direction  only,  supervises  the  construction  of 
t  very  large  engineering  project  such  as  a  large  tunnel;  directs 
he  work  of  Civil  Engineering  Inspectors,  and  others  assigned 
o  such  project;  may  also  assist  in  directing  the  design  of 
>rojects. 

'!  ?  216.  Maintenance  of  Way  Engineer, 

Municipal  Railway—  (a)  275-325 

Under   general   direction    only,   supervises   the   maintenance, 

■pairs  and  construction  of  roadbed,  tracks  and  appurtenances 

or  the  Municipal  Railway. 
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F  217.  Assistant  Maintenance  of  Way  Engineer, 

Municipal  Railway—  (b)  250-275 

Acts  as  assistant  to  the  Maintenance  of  Way  Engineer  in 
the  supervision  of  the  maintenance,  repairs,  design,  and  con- 
struction of  roadbed,  tracks,  and  appurtenances  for  the  Mu- 
nicipal Railway. 

F  220.  General  Superintendent  of  Streets—  (b)  500-600 

Subject  to  administrative  approval,  directs  all  activities  in 
connection  with  the  cleaning,  repair,  and  reconstruction  of 
streets;  directs  and  schedules  the  hauling  and  disposal  of  street 
cleanings;  cooperates  with  the  Bureau  of  Engineering  in  the 
development  of  street  reconstruction  programs;  directs  and 
supervises  such  reconstruction  operations;  approves  requisi- 
tions for  supplies  and  materials,  and  performs  other  duties  in 
connection  with  the  general  supervision  and  direction  of  the 
work  of  the  Bureau  of  Streets. 

F  251-300 — Civil  Engineering  Design  Subdivision 

This  Subdivision  includes  duties  involving  chiefly  a  knowledge 
of  general  engineering  drafting  and  the  supervision  of  such  duties. 
For  duties  involving  a  knowledge  of  architectural,  electrical,  me- 
chanical, and  structural  drafting,  see  appropriate  Subdivision  of 
this  Division.  For  duties  involving  a  knowledge  of  drafting  but 
responsibility  for  a  definite  permanent  assignment,  see  Special 
Assignments  Subdivision. 

F  252.  Junior  Civil  Engineering  Draftsman —  (a)   160-200 

Prepares  maps  of  streets,  lots,  and  miscellaneous  plans  from 
field  notes  or  other  records,  or  makes  corrections  in  such  maps; 
requires  ability  to  do  neat  drawing  and  lettering,  but  does  not 
involve  the  use  of  complicated  engineering  formulae. 

F  254.  Civil  Engineering  Draftsman —  (a)  200-250 

Prepares  working  drawings  from  field  notes  and  other  in- 
structions; makes  or  checks  computations  requiring  a  knowl- 
edge of  engineering  formulae  and  their  application;  assembles 
specifications;  prepares  assessments  for  minor  projects. 

F  255.  City  Planning  Draftsman—  (b)  200-250 

Under  direction,  makes  drawings  and  sketches  of  proposed 
improvements  to  the  existing  plan  of  the  city  and  its  future 
development;  makes  preliminary  plans,  elevations,  sections, 
and  illustrative  drawings  of  approved  schemes;  requires  a 
knowledge  of  the  fundamentals  of  city  planning,  including 
zoning  laws  and  ordinances,  drafting,  and  some  knowledge  of 
engineering  formulae. 

F  256.  Cartographer  and  Art  Designer —  (a)  210-265 

Regularly  does  especially  artistic  drafting,  fancy  lettering, 
and  engrossing;  prepares  relief  maps,  models,  etc.,  as  required. 

F  258.  Senior  Civil  Engineering  Draftsman—  (a)  225-275 

Performs  the  duties  of  a  Civil  Engineering  Draftsman,  and 
in  addition  thereto  is  frequently  given  special  assignments  in- 
volving ability  to  work  independently,  such  as  making  field 
investigations  to  suggest  solutions  to  minor  engineering  prob- 
lems, or  gathering  general  information  needed  in  connection 
with  problems  of  design  and  utilizing  same  in  connection  with 
assigned  drafting  work,  or  computation  work  involving  an 
expert  knowledge  of  higher  mathematics  and  more  than   ordi- 
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nary  knowledge  of  engineering  formulae,  or  checking  construc- 
tion plans  and  reports  for  field  changes;  or  may  be  called  upon 
to  prepare  plans  and  specifications  for  steel  or  concrete  struc- 
tures, requiring  a  knowledge  of  mechanics  of  materials. 

F  260.  Civil  Engineering  Designer—  (a)  250-325 

Performs  the  duties  of  a  Senior  Civil  Engineering  Drafts- 
man and  in  addition  directs  the  preparation  of  plans,  specifi- 
cations, and  estimates  for  major  improvements  or  projects, 
such  as  major  highways  and  boulevards,  tunnels,  and  reclama- 
tion projects;  conducts  investigations  and  confers  with  public; 
orders  surveys  or  secures  necessary  data;  prepares  engineering 
reports;  directs  the  work  of  subordinate  draftsmen;  when  re- 
quired, prepares  assessment  districts  to  defray  the  cost  of 
major  construction  projects;  requires  thorough  knowledge  of 
engineering  design  and  mechanics  of  materials. 

F  262.  Sanitary  Engineering  Designer—  (a)  250-325 

Performs  the  duties  of  a  Senior  Civil  Engineering  Drafts- 
nan,  and  in  addition  directs  the  preparation  of  plans  and  spec- 
fications  for  sewers  and  drainage  systems;  orders  surveys  or 
secures  necessary  data;  directs  the  work  of  subordinate  drafts- 
nen;  when  required,  prepares  assessment  districts  to  defray 
he  cost  of  major  construction  projects. 

f  270.  Chief  Civil  Engineering  Designer —  (a)  375-475 

Directs  the  design  of,  and  preparation  of  plans  and  specifi- 

ations  for  major  engineering  projects;  supervises  the  work  of 
00  he  Central  Drafting  Room,  including  draftsmen  and  design- 
i  :rs  of  civil,  mechanical,  and  structural  branches  of  engineering. 
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F  301-350 — Civil  Engineering  Design  and 
Construction  Subdivision 


304.  Supervisor  of  Playground  Construction 
and  Maintenance —  (a)  250-325 

Supervises  the  design  and  construction  of  buildings,  grounds 
nd  playground  apparatus,  including  the  surveying  and  laying 
ut  of  new  grounds;  also  directs  the  care  and  maintenance  of 
rounds  and  the  workmen  engaged  thereon. 

320.  Senior  Civil  Engineer—  (a)  400-525 

Under  general  direction  only,  develops  preliminary  esti- 
ates  and  plans  for  contemplated  projects  of  the  first  magni- 
jde;  consults  with  engineers  in  charge  of  design  or  con- 
truction  of  major  projects;  gives  advice  on  matters  requiring 
aecialized  engineering  knowledge  of  the  highest  order;  directs 
group  of  draftsmen  and  designers  as  required. 
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F  351-400 — Electrical  Engineering  Subdivision 

351.  Junior  Electrical  Engineer—  (b)  175-250 
Under   direction   and    supervision,   prepares    reports    of    pro- 

uction  and  distribution  of  power  generated;  prepares  esti- 
lates  of  cost  of  operation  and  repairs  on  alterations  to  equip- 
lent  or  plant  and  as  assigned  prepares  drawings  of  layout 
|  equipment;  performs  such  other  related  duties  as  may  be 
signed. 

352.  Electrical  Draftsman—  (a)  200-250 
Regularly  prepares  working  drawings  of  electrical  construe- 
on  or  equipment;   makes  or  checks  computations   involving  a 
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knowledge  of  engineering-  formulae;  assembles  plans  and  speci- 
fications. 

F  354.  Electrical  Engineering  Designer—  (a)  250-325 

Performs  the  duties  of  an  Electrical  Draftsman,  and  in  addi-  I 
tion  directs  the  preparation  of  plans  and  specifications  for 
electrical  construction  or  equipment;  directs  the  work  of 
draftsmen  as  assigned;  may  also  make  tests  of  electrical  equip- 
ment, make  surveys  of  electrical  requirements,  or  do  related 
specialized  work. 

F  356.  Electrical  Engineering  Inspector—  (a)  225-275 

Inspects  electrical  installations  and  apparatus  of  municipally- 
owned  projects;  tests  motors,  and  inspects  electrical  equip-j 
ment  being  manufactured  for  or  delivered  to  the  city;  inci- 
dentally performs  the  duties  of  an  Electrical  Draftsman. 

F  360.  Assistant  Electrical  Engineer —  (a)  250-325  ! 

Regularly  assists  in  supervising  the  design  and  construction! 
or  installation  of  major  electrical  engineering  projects;  directs! 
draftsmen  and  inspectors  as  required. 

F  362.  Electrical  Engineer—  (a)  300-3751 

Directs  electrical  design  and  construction,  involving  re-l 
sponsibility  for  a  major  division  of  the  city's  electrical  engi-| 
neering  work,  such  as  street  railways  or  general  electrical: 
construction;  directs  designers,  draftsmen,  and  inspectors  asl 
required. 

F  366.  Chief,  Department  of  Electricity—  (a)  400-50C; 

Subject  to  administrative  approval,  directs  all  of  the  worll 
of  the  Department  of  Electricity;  designs  improvements  irl 
fire  alarm,  police,  and  traffic  signal  systems;  supervises  con-l 
struction,  operation,  and  maintenance  of  such  systems,  ancl 
also  the  inspection  of  private  electrical  installations. 

F  370.  Chief  Electrical  Engineer—  (a)  500-65(1 

Directs  all  electrical  design  and  construction  under  contro 
of  the  city,  except  that  covered  by  the  Department  of  Elec 
tricity;  directs  the  operation  of  municipal  power  houses  an< 
transmission  lines;  also  has  charge  of  mechanical  design  am 
construction  in  connection  with  street  railways. 

F  401-450 — Hydraulic  Engineering  Subdivision 

F  401.  Junior  Hydraulic  Engineer—  (b)  175-25' 

As  directed,  performs  various  assignments  involving  som 
knowledge  of  hydraulic  engineering  such  as  determining  meas 
urements  of  water  flow  through  open  and  closed  conduits  t< 
determine  loss  or  if  larger  pipes  are  needed  to  provide  pressurl 
or  supply  sufficient  for  needs  of  the  locality;  also  compile!' 
water  consumption  and  production  statistics;  incidental  routinl 
drafting  and  minor  inspection  duties   as   directed. 

F  404.  Hydraulic  Engineering  Designer—  (a)  250-32i 

F  404a.  Hydraulic  Engineering  Designer, 
Department  of  Public  Works 

Performs   the   duties   of   a   Senior    Civil   Engineering,    Struc- 
tural   or    Mechanical    Draftsman,    and    in    addition    regularly  - 
directs  the  preparation  of  plans,  specifications  and  estimates  fc| 
major    elements    of   an    hydraulic    engineering    project;    order] 
surveys  or  secures  necessary  data;  directs  the  work  of  subor  ' 
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nate  draftsmen;  requires  thorough  knowledge  of  engineering 
design,  particularly  with  regard  to  the  application  of  hydraulic 
formulae. 

F  406.  Assistant  Hydraulic  Engineer—  (a)  250-325 

Regularly  assists  in  supervising  the  design  and  construction 
or  installation  of  hydraulic  structures  and  equipment;  directs 
draftsmen  and  inspectors  as  required. 

F  408.  Hydraulic  Engineer—  (a)  300-375 

Regularly  supervises  the  design  and  construction  or  installa- 
tion of  hydraulic  structures  and  equipment;  directs  draftsmen 
?nd  inspectors  as  required. 

F  451-500 — Mechanical  Engineering  Subdivision 

F  452.  Mechanical  Draftsman—  (a)  200-250 

Regularly  and  continuously  prepares  working  drawings  and 
specifications  for  mechanical  equipment;  makes  or  checks 
computations  involving  a  knowledge  of  engineering  formulae; 
assembles  plans  and  specifications. 

F  454.  Mechanical  Engineering  Designer —  (a)  250-325 

Performs  the  duties  of  a  Senior  Civil  Engineering  Drafts- 
man or  of  a  Mechanical  Draftsman,  and  in  addition  regularly 
prepares  plans  and  specifications  for  mechanical  equipment; 
directs  the  work  of  draftsmen  as  assigned. 

F  456.  Designer,  Street  Railway  Equipment—  (a)  250-325 

Regularly  performs  the  duties  of  a  Mechanical  Designer  as 
they  apply  to  the  design  of  street  railway  rolling  stock  and 
passenger  busses. 

F  460.  Assistant  Mechanical  Engineer —  (a)  250-325 

Regularly  assists  in  supervising  the  design  and  construction 
or  installation  of  mechanical  equipment;  directs  draftsmen  and 
inspectors   as   required. 

F  462.  Mechanical  Engineer—  (a)  300-375 

Regularly  supervises  the  design  and  construction  or  installa- 
tion of  mechanical  equipment  of  a  major  project;  directs  drafts- 
men and  inspectors  as  required. 

F  501-550 — Miscellaneous  Assignments  Subdivision 

This  Subdivision  includes  those  duties  which  involve  responsibil- 
ity for  a  definite  permanent  assignment  (as  distinguished  from 
temporary  assignments  to  special  engineering  projects)  except 
where  such  duties  are  classified   in   other  Subdivisions  for  better 

comparison  with   related  employments. 

F  502.  Engineer  of  Assessments  and 

Complaints—  (a)  250-300 

Directs  the  work  of  Street  Inspectors  and  the  procedure 
connected  with  the  making  of  public  improvements;  also  has 
charge  of  improvements  ordered  in  the  interests  of  public 
safetv.  the  adjustment  of  complaints  and  grievances,  and  re- 
lated matters  requiring  a  thorough  knowledge  of  engineering 
construction. 

F  506.  Engineer  of  Grades—  (a)  250-300 

Directs  investigations  leading  to  the  establishment  or  chang 

ing  of  official  street  grades  and  the  preparation  of  preliminary 
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plans  and  estimates  for  improvements  in  street  grades;  where 
necessary,  recommends  changes  in  property  lines  or  street 
boundaries;  confers  with  public;  orders  surveys;  prepares  ordi- 
nances; directs  subordinate  draftsmen. 

F  510.  Engineer  of  Street  Improvement 

Investigations —  (a)  250-300 

Investigates  requests  of  property  owners  for  street  improve- 
ments; directs  the  preparation  of  preliminary  estimates  and 
plans  and  initiates  the  necessary  proceedings  thereon;  recom- 
mends what  share  of  the  cost  of  improvements  shall  be  borne 
by  the  city  in  cases  where  the  city  owns  property  adjacent  to 
an  improvement  or  where  the  improvement  is  of  more  than 
local  benefit;  directs  subordinate  draftsmen. 

V  514.  Engineer  of  Street  Improvement  Plans—      (a)  300-350 

Directs  the  preparation  of  final  plans  and  specif ica+:-  ■--  for 
street  construction  work;  checks  final  surveys  and  inspection 
reports  against  plans  and  makes  final  estimates  as  a  pre- 
requisite to  acceptance  of  jobs;  directs  design  of  pavements, 
street  railway  grades,  and  other  major  projects  as  assigned; 
prepares  and  maintains  official  records  of  completed  street 
improvements;  directs  the  work  of  a  group  of  draftsmen. 

F  518.  Office  Engineer—  (a)  250-325 

Performs  office  duties  not  separately  classified  and  requir- 
ing a  comprehensive  knowledge  of  engineering  design  and 
construction.    For  example: 

(a)  Advises  the  public,  answers  questions,  adjusts  com- 
plaints and  performs  related  duties  requiring  comprehensive 
engineering  training  and  experience  and  a  thorough  knowledge 
of  engineering  department  organization  and  procedure. 

(h)  Prepares  publicity  or  delivers  lectures  on  engineering 
projects  of  the  city,  and  performs  related  duties  requiring  com- 
prehensive engineering  training  and  a  thorough  knowledge  of 
the   completed   and   contemplated   engineering   projects   of  the 

(c)  Checks  and  approves  inspectors'  progress  reports  as  a 
basis  for  progressive  payments  on  engineering  contracts,  and 
performs  related  duties  requiring  a  thorough  knowledge  of  en- 
gineering construction. 

F  520.  Consulting  Sanitary  Engineer —  *up  to  500 

Advises  and  consults  with  officials  regarding  sewage  and 
garbage  disposal  problems,  involving  studies  and  development 
of  plans  for  the  improvement  of  methods  and  maintenance  of 
sanitary  conditions,  when  such  services  are  performed  on  a 
part-time  basis. 

F  523.  Junior  Water  Purification  Engineer —  (b)  150-200 

Under  close  supervision,  acts  as  general  assistant  to  Water 
Purification  Engineers;  takes  samples  of  water  from  reser- 
voirs and  pipe  lines  and  performs  routine  field  and  laboratory 
tests;  prepares  culture  media;  adjusts  and  maintains  chlori- 
nating and  ammonia  machines;  sterilizes  and  cleans  laboratory 
equipment;  prepares  reports  and  performs  miscellaneous  re- 
lated duties  as  directed. 

F  524.   Water  Purification  Engineer—  (b)  200-250 

Takes  samples  of  water  from  reservoirs  and  pipe  lines. 
Makes  biological,  bacteriological,  and  chemical  analysis  of 
water  samples.  Supervises  hydraulic  measuring  and  recording 
devices  and  conducts  electrolysis  surveys;  supervises  chlorina- 
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tion,  coagulation,  and  treatment  of  water  to  maintain  pure 
water  supply  and  sanitary  conditions,  and  for  control  of  taste 
and  odors.    Performs  other  related  duties  as  assigned. 

F  526.  Chief  Water  Purification  Engineer—  (b)  300-350 

Under  general  direction  of  the  General  Manager  and  Chief 
Engineer  of  the  Water  Department,  is  responsible  for  main- 
tenance of  a  pure  water  supply,  and  the  chlorination,  coagula- 
tion, and  treatment  of  water.  Is  responsible  for  directing  re- 
search activities  and  special  investigations  and  inspections  of 
watersheds,  reservoirs,  flumes,  and  pipe  lines,  to  the  end  that 
purity  of  water  supply  and  sanitary  conditions  shall  obtain. 
Directs  laboratory  tests  and  analyses  of  water.  Requires  a 
thorough  knowledge  of  watersheds,  reservoirs,  pipe  lines,  and 
other  parts  of  the  water  supply  system.  Involves  supervision 
of  subordinates. 

;F  527.  Superintendent,  Sewage  Treatment  Plant—  (i)  325-375 
Subject  to  the  general  supervision  of  the  Director  of  Public 
Works  and  the  City  Engineer,  directs,  and  is  responsible  for 
the  operation  and  maintenance  of  a  complete  sewage  treat- 
ment plant,  including  electrical,  mechanical,  hydraulic,  and 
pneumatic  processes  and  devices,  involving  a  thorough  knowl- 
edge of  bacteriological  and  chemical  treatment  of  sewage,  and 
the  abilities  of  a  sanitary  engineer. 

F  551-600 — Structural  Engineering  Subdivision 

F  552.  Structural  Draftsman—  (a)  200-250 

Regularly  and  continuously  prepares  working  drawings  and 
specifications  for  steel  or  concrete  structures,  requiring  a 
knowledge  of  mechanics  of  materials;  makes  or  checks  com- 
putations involving  a  knowledge  of  engineering  formulae  and 
practice  in  structural  design;  assembles  plans  and  specifi- 
cations. 

F  554.  Structural  Engineering  Designer —  (a)  250-325 

Performs  the  duties  of  a  Senior  Civil  Engineering  Drafts- 
man or  of  a  Structural  Draftsman,  and  in  addition  directs  the 
preparation  of  plans  and  specifications  for  walls,  bridges,  and 
other  steel  or  concrete  structures;  directs  the  work  of  drafts- 
men as  assigned;  collects  necessary  data  for  calculation  of 
stresses,  strains,  etc. 

F  558.  Structural  Engineer—  (b)  275-350 

Performs  the  duties  of  a  Structural  Engineer  in  connection 
with  the  examination  of  submitted  plans  and  specifications  to 
see  that  they  conform  with  the  building  ordinances,  and  in 
connection  with  the  inspection  of  buildings  and  structures; 
inspects  foundations,  supervises  tests,  and   prepares  reports. 

F  560.  Superintendent,  Bureau  of  Building 

Inspection—  (a)  500-650 

Subject  to  administrative  approval,  lias  charge  of  enfo 
ment  of  Laws  and  ordinances  relating  to  the  construction  of 
private  buildings;  supervises  the  work  of  all  Building  [nspec- 
lors  and  Engineers  assigned  to  the  Bureau  of  Building  In- 
Bpection.  Requires  as  a  minimum  the  training,  qualifications 
and  experience  of  a  Structural  Engineer. 
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F  601-650 — Surveying  Subdivision 

This  Subdivision  includes  those  duties  which  require  chiefly  a\ 
thorough  knowledge  of  the  use  of  surveying  instruments  and  iltc 
application  of  engineering  formulae  to  surveying  operations ;  also 
the  supervision  of  such  duties. 

F  604.  Surveyor's  Field  Assistant—  (b)  175-200 

Chains,  rods,  gives  sights,  sets  stakes,  operates  transit,  level  j 
or  plane  table,  makes  notes  and  diagrams  and  calculations  from 
field  notes  in  the  field  or  in  the  office,  requiring  a  knowledge 
of  trigonometry  but  not  involving  drafting  ability. 

F  610.  Surveyor—  (a)  250-275 

Directs  lot,  street,  topographical  and  triangulation  surveys 
as  chief  of  party;  keeps  notes  on  same;  lays  out  lines  for  high- 
ways, streets,  tunnels,  bridges,  cuts,  fills  and  street  railwavs,  j 
or  as  assigned,  assembles  and  compiles  data  for  survey  parties 
requiring  a  knowledge  of  existing  survey  records  and  maps; 
adjusts  monument  lines  and  survey  data  to  conform  to  offi- 
cial records  and  maps.    Requires  a  knowledge  of  surveying. 

F  614.  Assistant  Chief  Surveyor—  (a)  275-300 

Assists  the  Chief  Surveyor  in  assigning  work  to  surveyors, 
computers  and  draftsmen,  and  in  checking  sucb  work;  also 
performs  assigned  duties  of  the  Chief  Surveyor  in  his  absence. 

F  616.  Chief  Surveyor—  (a)  325-375 

Directs  official  surveying  and  mapping  for  the  City  and 
County;  supervises  the  work  of  survey  parties  and  of  map 
draftsmen  and  computers;  and  in  addition  is  responsible  for 
such  work  as  preparing  legal  descriptions  for  all  property  to 
be  acquired  by  the  City,  for  proceedings  for  the  opening,  clos- 
ing, widening,  and  straightening  of  streets,  for  the  "location" 
of  new  streets,  for  supervising  the  mapping  of  new  subdi- 
visions, for  the  investigation  of  land  titles  to  City  pronerty, 
and  for  the  adjustment  of  old  but  official  maps  to  the  existing 
physical  conditions  of  property. 


F  651-700 — Traffic  Subdivision 

F  664.  Traffic  Engineer—  (a)  300-37; 

Prepares  plans  and  makes  recommendations  for  the  enforce- 
ment of  traffic  ordinances,  including  such  duties  as  assembling 
traffic  and  accident  data,  supervising  or  assisting  in   supervis- 
ing  the   placing,    maintenance,   and   operation    of    traffic   signs 
signals,  and  markings,  planning  location,  types,  and  timing 
traffic   signals,    designing   electrically   illuminated    traffic    signs 
or    improved    traffic    buttons,    on    rcnucsts    investigating    anc 
making  recommendations  regarding  traffic  aspects  of  proposed 
changes    in    bridges,    highways,    parking    stations,    car^^e    er 
trances,   sidewalk   services   to   buildings,   etc.:   directs   the   worl 
of   inspectors,    draftsmen    and    other    subordinates    engaged 
carrying  out   these  duties;   prepares  reports. 


F  701-750 — Valuation  Subdivision 

F  702.  Valuation  Engineer—  (a^>  250-3C 

Evaluates  properties  of  private  corporation";,  includmg  engi 
neering   structures,  installations   and   equipment  as  a   basis   fr 
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public  estimate  of  justifiable  utility  service  rates;  checks  such 
evaluations  against  corporation  statements  and  inventories; 
prepares  exhibits  and  reports. 

F  704.  Senior  Valuation  Engineer—  (a)   300-375 

Performs  the  duties  of  a  Valuation  Engineer  and  in  addition 
analyses  operating  methods  and  records  for  purposes  of  deter- 
mining return  on  corporate  invested  capital;  makes  recom- 
mendations for  utility  rates  and  franchise  prices;  testifies  in 
rate  cases  before  the  Railroad  Commission  and  Federal 
Courts;   performs  other  related  duties. 

F  706.  Chief  Valuation  Engineer—  (a)  500-650 

Plans  and  directs  the  evaluation  of  properties  of  large  cor- 
porations, including  supervision  of  the  work  of  Valuation  En- 
gineers and  Senior  Valuation  Engineers  and  Accountants,  and 
the  preparation  of  exhibits  and  reports. 
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DIVISION  G 
EXAMINING  AND  EVALUATION  SERVICE 

This  Division  includes  the  duties  of  examination,  investigation, 
and  evaluation  of  the  various  factors  involved  in  the  appraisal  of 
property  or  damages,  and  in  the  selection  or  placement  of  candi- 
dates for  employment. 

G  1-50 — Appraisal  Subdivision 

G  2.  Land  Appraiser—  (a)  190-225 

Under  specific  direction  and  supervision,  appraises  real  es- 
tate for  assessment  purposes  or  investigates  complaints  re- 
garding assessments  of  real  estate;  or,  as  assigned,  checks  and 
compares  conflicting  valuations  of  real  estate. 

G  4.  Supervising  Land  Appraiser —  (b)  250-300 

Under  the  direction  of  the  Chief  Land  Appraiser,  is  respon- 
sible for  the  assessment  on  an  equalized  basis  of  all  taxable 
land  in  a  designated  district,  area  or  section  and/or  taxable 
land  of  a  designated  classification.  Directs  the  work  of  prop- 
erty auditors  engaged  in  setting  up  records  of  market  fluctua 
tions  affecting  realty  conditions  and  values.  Examines  and  re-  i 
checks  valuation  findings  of  land  appraisers.  Recommends  to 
the  chief  land  appraiser  such  changes  in  districts,  classifica- 
tions, standards,  and  procedure  as  in  his  judgment  may  be 
justified.  Trains  and  instructs  such  subordinate  land  appraisal  a 
valuation  men  as  may  be  assigned  to  him. 

G  5.  Chief  Land  Appraiser —  (b)  300-350 

Under  the  supervision  of  the  assessor  or  the  chief  assistant 
assessor,  is  responsible  for  placing  equitable  values  on  land 
for  taxation  purposes.  Coordinates  and  supervises  the  work  of 
all  personnel  assigned  to  such  work  or  to  duties  incident 
thereto.  Recommends  the  establishment  of  land  appraisal  dis- 
tricts and  proper  classifications  and  standards  of  properties 
and  values,  or  recommends  such  changes  in  districts,  classifi- 
cations, standards  and  procedures  as  in  his  judgment  may  be 
desirable.  Examines  and  rechecks  values  recommended  by 
subordinate  appraisers  to  the  end  that  land  of  similar  value 
in  accordance  with  prescribed  classifications  and  standards 
shall  be  assessed  on  a  comparable  basis. 

G  8.  Building  Appraiser—  (a)  190-225 

In  an  assigned  district,  under  specific  direction  and  super-  L,;, 
vision,  appraises  buildings  and  other  improvements  to  real  ya' 
property  for  assessment  purposes  or  investigates  complaints 
regarding  improvement  assessments. 


G  10.  Supervising  Building  Appraiser—  (b)  250-300 

Under  direction  of  the  Chief  Building  Appraiser  is  respon- 
sible for  the  assessment  on  an  equalized  basis  of  all  taxable 
buildings  in  a  designated  district,  area  or  section  and/or  tax- 
able buildings  of  a  designated  classification.  Directs  the  work 
of  Property  Auditors  engaged  in  setting  up  records  of  market 
fluctuations  affecting  construction  costs.  Examines  and  re- 
checks  valuation  findings  of  subordinate  building  valuation 
men.  Recommends  to  the  Chief  Building  Appraiser  such 
changes  in  districts,  classifications,  standards  or  procedure  as 
in  his  judgment  may  be  justified.  Trains  and  instructs  such 
subordinate  building  valuation  men  as  may  be  assigned  to  him. 
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11.  Chief  Building  Appraiser—  (b)  300-350 

Under  the  supervision  of  the  assessor  or  the  chief  assistant 
issessor  is  responsible  for  placing  equitable  values  on  build- 
ngs  and  structures  for  taxation  purposes.  Coordinates  and 
upervises  the  work  of  all  personnel  assigned  to  such  work  or 

fo  duties  incident  thereto.  Recommends  the  establishment  of 
lding    appraisal    districts    and    proper    classifications    and 

|tandards  of  properties  and  values  or  recommends  such 
hanges  in  districts,  classifications,  standards,  and  procedures 
s  in  his  judgment  may  be  desirable.  Examines  and  rechecks 
alues  recommended  by  subordinate  appraisers  to  the  end 
hat  buildings  of  similar  value  in  accordance  with  prescribed 
lassifications  and  standards  shall  be  assessed  on  a  compar- 
ble  basis. 

15.  Property  Auditor,  Assessor's  Office —  (b)  175-225 

Under  supervision,  examines  and  audits  books  and  records 
f  property  owners  and  analyzes  inventories  in  order  to  deter- 
line  value  of  personal  property;  assembles  statistical  data 
lated  to  assessment  problems  and  procedure;  may  be  re- 
lired  to  set  up  records  of  market  fluctuations  affecting  com- 
lodities,  construction  costs  and  realty  values  and  prepare 
nalyses  of  these;  performs  other  duties  as  assigned,  involving 
le  use  of  auditing  knowledge. 

16.  Supervising  Personal  Property  Appraiser —  (b)  250-300 
Under  the  direction  •  of  the  Chief  Personal  Property  Ap- 
aiser,  is  responsible  for  the  assessment  on  an  equalized  basis 

f  all  taxable  personal  property  in  a  designated  district,  area, 
h  section  and/or  taxable  personal  property  of  a  designated 
assification.  Directs  the  work  of  one  or  more  Property 
uditors  engaged  in  examining  and  auditing  taxpayers'  ac- 
junting  records  or  analyzing  taxpayers'  inventories,  and  in 
tting  up  records  as  to  market  fluctuations  affecting  com- 
odities.  Recommends  to  the  Chief  Personal  Property  Ap- 
■aiser  such  changes  in  districts,  classifications,  standards,  or 
■ocedure  as  in  his  judgment  may  be  justified.  Trains  and 
structs  such  Property  Auditors  as  may  be  assigned  to  him. 

17.  Chief  Personal  Property  Appraiser —  (b)  300-350 

Under  the  supervision  of  the  Assessor  or  the  Chief  Assist- 
rdj  it  Assessor  is  responsible  for  placing  equitable  values  on  p&r- 
nal  property  for  taxation  purposes.  Coordinates  and  super- 
ses  the  work  of  the  personnel  assigned  to  such  work  or  to 
ties  incident  thereto.  Recommends  the  establishment  of  per- 
nal  property  appraisal  districts  and  proper  classifications  and 
indards  of  properties  and  values  or  recommends  such  changes 
districts,  classifications,  standards,  and  procedures  as  in  his 
dgment  may  be  desirable.  Examines  and  rechecks  values 
commended  by  subordinate  appraisers  to  the  end  that  per- 
nal  property  of  similar  value  in  accordance  with  prescribed 
issifications  and  standards  shall  be  assessed  on  a  compar- 
le  basis. 


orl    20.  Chief  Assistant  Assessor—  (b)  375-450 

Subject  to  the  direction  of  the  Assessor,  acts  as  general 
sistant  to  the  Assessor  in  supervising  and  administering  the 
ties  of  the  office,  involving  direction  and  supervision  of 
i  sessments,  exemptions,  collections,  etc.  Represents  the 
sessor,  as  assigned,  in  dealings  with  other  city  departments 
d  the  county  and  the  State  Board  of  Equalization.  Per- 
il i  -ms  such  other  duties  as  may  be  assigned   by  the   Assessor. 
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In  the  absence  of  the  Assessor,  represents  him  in  all  mat- 
ters relating  to  the  assessment  of  taxable  property  in  the  citj 
and  county. 

G21.  Administrative  Assistant,  Assessor's  Office —   (b)  250-30C 

Acts  as  administrative  assistant  to  the  Assessor  and  th< 
Chief  Assistant  Assessor;  makes  procedural  investigations 
analyses  and  recommendations  for  improving  operations  o' 
the  Assessor's  Office;  maintains  budget  records  and  prepares 
annual  budget  estimates;  is  responsible  for  purchase  of  sup- 
plies  and  equipment;  performs  other  related  work  as  required 

G  51-100 — Civil  Service  Subdivision 

G  51.  Personnel  Assistant—  (b)   150-18. 

Under  close  supervision,  assists  in  the  examination  work  o 
the  Civil  Service  Commission  by  preparing  examination  ques 
tions,  proctoring  examinations,  rating  examination  papers 
preparing  eligible  lists,  and  performing  other  related  clerica 
and  technical  work  as  directed.  May  assist  with  the  work  o 
investigating  the  duties  and  rates  of  pay  of  positions  and  ma 
be  called  upon  to  perform  related  clerical  work. 

G  54.  Special  Civil  Service  Examiner —  (b)  10 1 

As  occasion  requires,  prepares  questions  and  "keys"  an< 
rates  participants  in  civil  service  examinations  where  special 
ized  or  technical  knowledge  is  required. 

G  58.  Civil  Service  Examiner^-  (b)  225-30 

As  a  full-time  occupation,  prepares  general  civil  servicji 
examination  questions  and  "keys"  for  scoring  same,  adminis 
ters  examinations,  rates  and  scores  examination  papers,  pre 
pares  eligible  lists,  and  as  required,  investigates  the  duties  o 
positions. 

G  59.  Assistant  Personnel  Director—  (b)  225-30 

Assists  in  securing  such  information  and  data  as  may  b 
required  for  classification  of  duties,  analyzes  such  data  an 
makes  recommendations  and  reports  thereon.  Acts  as  princi 
pal  assistant  to  the  Personnel  Director  in  the  preparation  an 
administration  of  examinations,  and  as  assigned,  perform 
duties  involving  responsibility  for  general  activities  of  th! 
office  of  the   Personnel  Director. 

G  59.1.  Supervisor  of  Wage  Scales  and 

Classifications —  (b)  300-35 

Subject  to  the  general  direction  of  the  Personnel  Directoi 
supervises  and  is  responsible  for  the  investigation,  preparatioi 
and  submission  of  data  relating  to  wages  paid  in  private  em 
ployment  and  in  other  governmental  jurisdictions  as  a  basj 
for  the  formulation  of  recommendations  for  wage  schedule 
for  municipal  employees  and  for  employees  in  private  servic 
engaged  in  public  work  as  provided  by  charter;  advises  an 
assists  in  formulating  such  proposed  schedules.  Under  th 
general  direction  of  the  Personnel  Director,  supervises  and  i 
responsible  for  the  investigation  and  analysis  of  the  duties  c 
positions  in  the  city  and  county  service  and  gathers  other  r< 
lated  data  as  a  basis  for  the  proper  classification  of  position 
or  the  allocation  of  positions  to  the  various  classes  of  t| 
classification  as  provided  by  charter;  advises  and  assists  i|. 
formulating    such    recommendations;    formulates    and    recon" 
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mends  statements  setting  minimum  requirements  for  admis- 
sion to  examinations.  Subject  to  the  general  direction  of  the 
Personnel  Director,  supervises  the  general  office  work,  main- 
tenance of  proper  records,  certification  of  employees  and  re- 
lated work. 

G   59.2.  Supervisor  of  Examinations —  (b)  300-350 

Subject  to  the  general  direction  of  the  Personnel  Director, 
supervises  and  is  responsible  for  the  administration  of  exami- 
nations in  accordance  with  charter  provisions  and  the  rules 
and  regulations  of  the  Civil  Service  Commission;  directs  the 
preparation  of  examination  questions  and  keys  for  scoring 
same,  the  rating  and  scoring  of  examination  questions,  the 
preparation  of  eligible  lists,  inspection  of  examination  papers 
and  keys  in  accordance  with  rules  and  regulations  of  the  Civil 
Service  Commission,  the  investigation  of  protests  regarding 
examinations  and  keys,  and  involving  the  supervision  of  the 
staff  of  the  examining  division.  Performs  related  work  as 
required. 

G  60.  Personnel  Director—  (b)  350-450 

Subject  to  administrative  approval,  directs  surveys  and 
analyses  of  duties  and  responsibilities  of  employments  as  a 
basis  for  the  classification  of  such  duties,  and  makes  recom- 
mendations thereon;  directs  surveys  and  investigations  re- 
garding wages  and  salaries  and  an  analysis  of  such  data  and 
the  preparation  of  recommendations  as  a  basis  for  salary 
standardization  proposals;  maintains  an  employee  service  rat- 
ing system,  and  performs  such  other  duties  relating  to  per- 
sonnel administration,  including  the  conduct  of  examinations, 
or  other  matters,  as  may  be  assigned  by  the  Civil  Service 
Commission. 
G  62.  Personnel  Director  and  Secretary,  Civil 

Service  Commission —  (b)  500-600 

Subject  to  administrative  approval,  performs  the  duties, 
under  civil  service  status,  of  Personnel  Director  and,  under 
appointment  of  the  Civil  Service  Commission,  pursuant  to  the 
provisions  of  Section  19  of  the  Charter,  acts  as  Secretary  and 
Executive  Officer  of  the  Civil  Service  Commission. 

G   101-150 — Claims  Subdivision 

G  106.  Claims  Adjuster—  (a)  275-350 

Directs  investigations  of  accidents  in  which  property  or  em- 
ployees of  a  large  department  or  bureau  of  the  city,  such  as 
those  of  the  Municipal  Railway,  are  involved,  and  also  assists 
in  settlement  of  claims  subject  to  approval  of  the  City 
Attorney. 

G  151-200 — License  Adjusting  Subdivision 

G   153.  Adjuster,  Tax  Collector's  Office—  (a)  190-225 

Investigates  and  adjusts  accounts  held  for  collection  by  the 
Tax  Collector;  investigates  claims,  assets  and  attachable  prop- 
erty in  connection  with  such  accounts;  serves  subpoenas; 
lathers  legal  data  for  presentation  of  legal  actions;  appears 
in  court  or  before  credit  groups  when  necessary;  performs 
Ither  related  work  as  required. 

G   154.   Senior  Inspector  of  Licenses—  (b)  250-300 

Under  the  general  direction  of  the  Tax  ("Hector,  is  respon- 
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sible  for  the  enforcement  of  license  ordinances  governing  op- 
erations of  theatres,  carnivals,  fights,  wrestling  matches,  and 
other  places  of  amusement;  enforces  license  ordinance  govern- 
ing day  to  day  peddlers,  concessions,  street  booths,  fairs,  and 
other  migratory  businesses;  makes  such  inspections  as  may 
be  required  for  proper  enforcement  of  license  ordinances  re- 
quiring the  exercise  of  independent  discretion  and  judgment; 
investigates  and  adjusts  complaints  arising  out  of  the  en- 
forcement of  ordinances  governing  licensing;  serves  subpoenas 
for  failure  to  comply  with  ordinance  and  may  assist  in  prose- 
cution of  violators  of  license  ordinance;  performs  other  re- 
lated work  as  required. 

G  201-250— Right  of  Way  Subdivision 

G  202.  Division  Right  of  Way  Agent—  (b)  250-300 

Appraises  property  and  damage  claims  in  connection  with 
the  purchase  of  property  for  City  use  and  conducts  negotia- 
tions for  purchase  of  property  and  settlement  of  property 
damage  claims. 

G  204.  Assistant  Chief  Right  of  Way  Agent—  (b)  350-450 

Performs  the  duties  of  a  Division  Right  of  Way  Agent; 
assists  in  directing  the  work  of  such  employees  and  assigns 
work  to  them;  assists  in  supervising  the  clerical  work  of  the 
office. 

G  206.  Chief  Right  of  Way  Agent—  (b)  600-750 

Directs  the  work  of  all  Right  of  Way  Agents  in  appraising 
and  acquiring  property  for  the  City's  use;  approves  appraisals; 
directs  negotiations  and  cooperates  with  the  City  Attorney's 
office  in  condemnation  proceedings. 
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DIVISION  H 
FIRE  SERVICE 

This  Division  includes  duties  involving  responsibility  for  the 
prevention  and  control  of  fires,  and  the  operation  of  special  equip- 
ment. The  compensations  for  these  duties  are  fixed  by  Charter.  For 
duties  of  fire  service  employees  whose  salaries  are  fixed  by  annual 
appropriation  and  salary  ordinances,  see  separate  classifications. 

H   1-100 — Fire   Fighting  Subdivision 

H  2.  Fireman,  Fire  Department — 

180 — 1st    year 
190 — 2nd  year 
200 — thereafter 
(charter) 
Under  immediate  supervision,  keeps  in  readiness  to  respond 
to  fire  alarms  as  a  member  of  a  fire-fighting  company;  attends 
Sres  and  assists  as  directed  in  extinguishing  them  and  in  saving 
lives  and  property;  acts  as  driver,  tillerman,  truckman,  hose- 
unan,    or    stoker;    performs    work    around    quarters;    works    an 
assigned  shift;  performs  other  duties  as  required. 

H  10.  Chief's  Operator,  Fire  Department—  210  (charter) 

Drives  cars  of  battalion  chiefs  or  other  ranking  officers  of 
Fire  Department  in  responding  to  fire  alarms.  Stands  by 
ignal  boxes  to  send  and  receive  messages  requiring  a  knowl- 
edge of  Morse  Code. 

H  15.  Engineer  of  Fire  Engines —  220  (charter) 

Performs  general  duties  of  firemen. 

H  20.  Lieutenant,  Fire  Department —  235  (charter) 

Performs  the  duties  of  captain  during  the  latter's  absence. 

H  30.  Captain,  Fire  Department —  250  (charter) 

Alternates  with  a  lieutenant  during  an  assigned  shift  as  com- 
manding officer  of  a  fire  company;  under  direction  of  a  bat- 
alion  chief,  is  responsible  for  the  work  and  discipline  of  the 
:ompany  and  the  condition  of  its  quarters  and  apparatus;  does 
Bier  work  as  required. 

H  40.  Battalion  Chief,  Fire  Department —  350  (charter) 

Under  general  direction,  is  responsible  for  the  fire-fighting 
rfficiency  and  commands  the  operations  of  the  fire  companies 
n  an  assigned  district;  responds  to  all  fire  alarms  during  an 
Assigned  shift;  inspects  buildings  in  his  district;  does  other 
work  as  required. 

H  42.  Chief,  Division  of  Fire  Prevention 

•>-d  Investigation—  (b)  350-450 

Under  the  general  supervision  of  the  chief  engineer,  directs 

ind   supervises  the  activities  of  the   fire  marshall's  office  and 

he  Bureau  of  Fire  Prevention  and  Public  Safety  as  these  ac 
:ivities  and  duties  are  fixed  by  state  law,  charter,  local  ordi- 
lance,  or  by  rule  or  regulation  of  the  Board  of  Fire  Commis- 
sioners. I-  responsible  for  coordinating  the  inspections  and  in- 
vestigations involved  in   the  discharge  of  these  duties  and   for 

he  enforcement  of  the  laws  relating  thereto  and  for  prosecu- 

ion  of  violations  thei  e<  il 
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H  50.  Assistant  Chief  Engineer,  Fire 

Department —  400  (charter) 

Responds  to  all  alarms  of  fire  while  on  duty  during  an 
assigned  shift  and  during  the  absence  of  the  Chief  Engineer 
has  supreme  command  over  all  department  members  on  duty 
at  the  time;  assists  the  Chief  in  the  management  of  the  de- 
partment; performs  other  duties  as  directed  by  the  Fire  Com-| 
mission  and  Chief  Engineer. 

H   102.  Marine  Stoker  of  Fire  Boats—  205  (charter) 

During  an  assigned  watch,  attends  oil-fired  marine  stean: 
boilers  on  fire  boats  along  the  harbor  front;  operates  auxiliary 
equipment;  cleans  tubes,  boilers,  burners,  and  pipe  lines;  oils 
machinery;  does  other  work  as  required. 


H  101-150 — Fire  Boats  Subdivision 

H   110.  Marine  Engineer  of  Fire  Boats—  255  (charter) 

During  an  assigned  watch,  is  responsible  for  the  operation 
care  and  maintenance  of  marine  steam  engine  and  auxiliary 
equipment  on  a  fire  boat;  performs  other  work  as  required 
must  have  suitable  license  from  U.  S.  Steamboat  Inspectior 
Service.' 

H  120.  Pilot  of  Fire  Boats—  255  (charter) 

During  an   assigned   watch,   acts   as   pilot   and   master   of  a 
steam  fire  boat,   operating  on  the  water   front  and   carrying 
fire  company;  cooperates  with  company  officer  when  landing 
for  fire  service;  is  responsible  for  navigation  and  mooring  of 
vessel;   must  have  suitable  license  from  U.  S.   Steamboat   In- 
spection Service. 
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DIVISION  I 
INSTITUTIONAL  SERVICE 

This  Division  includes  those  duties  performed  at  institutions 
vhich  require  no  professional  training  and  which  are  not  classified 
n  other  Divisions  for  better  comparison  with  related  employments. 

(Sec  also  Custodial.  Detention.  Medical  Nursing,  and  Welfare 
Divisions.) 

I  1-50 — Food  Preparation  Subdivision 

2.   Kitchen  Helper—  (bb)  75-90 

Prepares  simple  salads  and,  under  supervision,  special  foods 
iccording  to  prescribed  diets;  cleans  and  prepares  vegetables; 
>repares  trays  for  patients;  checks  dining  room  linens;  assists 
n  cleaning  equipment  and  utensils,  washing  dishes,  polishing 
ilverware,  and  similar  duties  as  required. 

6.  Pastry  Cook—  (a)  182 

Bakes  bread,  pies,  cakes,  puddings,  and  pastries  for  large 
groups:  requires  the  qualifications  of  a  pastry  cook  with  com- 
nercial  experience. 

:  8.  Head  Baker—  (a)  182 

Bakes  bread  and  rolls  for  large  groups;  supervises  helpers: 
equisitions  flour  and  other  ingredients  as  required;  makes 
eports:  requires  qualifications  of  a  journeyman  baker. 

10.  Cook's  Assistant—  (bb)  100 

Under  the  direction  of  a  cook,  assists  with  the  general  cook- 
ng  work  and  the  preparation  of  food  at  the  ovens  and  ranges. 

12.  Cook—  (a)  169 

Does  general  cooking  requiring  the  qualifications  of  a  cook 
vith  commercial  experience. 

14.  Junior  Chef—  (a)  182 

I  14a.  Junior  Chef,  Department  of  Public  Health 
Does  general  cooking,  baking  and  incidental  butchering,  and 
addition  directs  the  preparation  and  serving  of  meals  to 
arge  groups;  supervises  subordinates,  inmates,  or  prisoners 
ssigned  to  assist;  requisitions  supplies;  in  penal  institutions 
5  also  responsible  for  the  custody  of  "trusties"  assigned  as 
idpers. 

16.  Chef—  (a)  208 

Directs   the   preparation  of  all  meals  at  a   large  institution. 

uch  as  the  San  Francisco  Hospital  or  Laguna  Honda  Home: 

upervises    subordinate  cooks  and   other   helpers,   and   requisi- 

ions  supplies. 

22.  Butcher—  (a)  169 

Cuts  meats  for  cooking:  requires  the  knowledge  of  an  cx- 
•erienced  butcher. 

24.  Senior  Butcher—  (a)  210 

Performs  the  duties  of  a  Butcher,  and  in  addition  slaughters 

ml   dresses  animals   for  food  consumption,   cures  and   pickles 

neats,    and    makes    lard:    orders    meats:    approves    bills,    and 

maintains  required  records. 
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I  26.  Hog  Killer—  (b)  9  d 

Butchers,  cleans  and  dresses  hogs  and  other  animals  for  use 
at  city  institutions. 

I  51-100 — Food  Serving  Subdivision 

I  54.  Waitress—  (a)  115 

Sets  tables  and  serves  meals. 

I  56.  Waiter—  (a)  115 

Sets  tables  and  serves  meals. 

I  58.   Dining  Room  Steward,  Laguna  Honda  Home —    (a)  150 

Directs  a  large  number  of  inmate  help  who  act  as  waiters  and 
waitresses  in  dining  rooms  of  inmates  and  employees,  makes 
requisition  for  all  dining  room  equipment,  and  is  responsible 
for  cleanliness  of  said  dining  rooms  and  their  equipment  and 
the  preservation  of  discipline. 

I  60.  Housekeeper—  (bb)  90-110 

Assists  in  preparation  of  meals,  waits  on  table,  makes  bed: 
and  cleans  premises. 


I  101-150 — General  Institutional  Help  Subdivision 

I  102.  Inmate  Help—  no  rate  recommended 

Performs,  as  part  time  service,  such  custodial  or  institu- 
tional duties  as  may  be  approved  by  medical  officers  while 
an  inmate  of  a  City  institution  (other  than  penal),  receiving 
maintenance  and  medical  care  as  a  public  ward,  or  as  a  con- 
valescent kept  at  public  expense. 

I  106.  Morgue  Attendant —  (aa)  95-125 

Cleans  and  washes  the  bodies  of  deceased  persons;  prepares 
bodies  for  burial  after  autopsies,  and  maintains  required 
records. 

I  112a.  Steward—  (b)  ..200-225 

Directs  the  work  of  Orderlies  and  Senior  Orderlies;  requisi- 
tions supplies  and  clothing  and  issues  same  to  inmates;  assigns 
work  to  inmates. 

I  112b.  Stewardess—  (b)  200-225 

Directs  the  work  of  Orderlies  and  Senior  Orderlies;  requisi- 
tions supplies  and  clothing  and  issues  same  to  inmates;  assigns 
work  to  inmates. 

I  116.  Orderly—  (aa)  85-115 

Assists  in  caring  for  patients;  answers  lights;  bathes  pa- 
tients, makes  beds;  carries  serving  trays;  gives  simple  treat- 
ments; makes  bandages,  compresses,  and  simple  hospital  sup- 
plies; takes  throat  cultures  under  the  supervision  of  a  doctor 
or  nurse;  transfers  patients  between  hospital  departments  and 
wards;  keeps  simple  records;  performs  other  similar  duties  as 
directed  which  do  not  require  the  training  of  a  registered 
nurse. 

I  120.  Senior  Orderly—  (a)  115-140 

Performs  the  duties  of  an  Orderly  and  in  addition  assists 
in  genito-urinary  procedures  and  gives  simple  genito-urinary 
treatments    under    medical    supervision;    prepares    plaster    cast 
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bandages  and  splints;  or  performs  the  duties  of  an  Orderly 
during  the  night  when  such  duties  involve  responsibility  for 
the  general  care  of  patients  in  a  ward.  Is  responsible  for  the 
conduct  and  care  of  inmates  of  other  than  penal  institutions 
but  not  for  the  care  of  bed  patients  involving  the  duties  of  a 
Registered  Nurse  or  an  Emergency  Hospital  Steward.  Ad- 
justs differences  between  inmates;  sees  that  wards  or  floor 
to  which  assigned  are  properly  cleaned;  and,  as  required, 
assists  in  serving  meals  or  renders  simple  first  aid  treatments. 

122.  House  Mother—  (a)  125-135 

Is  responsible  for  the  general  conduct  of  student  nurses,  in- 
volving the  issuance  of  late  or  over-night  passes;  also  advises 
with  students  regarding  social  affairs  or  conduct. 


I  151-200 — Laundry  Subdivision 


I  152.  Flatwork  Ironer—  (aa)  90 

Feeds  a  mangle  or  folds  articles  coming  off  the  mangle,  and 
performs  other  related  duties  as  directed. 

I  154.  Laundress —  (aa)  100 

Operates  drying  cylinders,  folds  dry  laundry,  operates  a 
mall  mangle,  performs  the  work  of  press  hand,  body  ironer, 
lat  work  finisher,  dry  room  worker,  linen  room  hand  and 
ather  related  duties  as  directed. 

[  156.  Starcher—  (a)  130 

Prepares  starch  solutions,  starches  and  wrings  laundry,  fin- 
shes  starched  collars  and  shirts,  and  performs  related  duties 
is  directed. 

[  158.  Sorter—  (a)  130 

Sorts  and  counts  laundry  before  washing,  operates  a  wringer, 
md  performs  related  duties  as  directed. 

[  164.  Marker  and  Distributor—  (a)  130 

Sorts,  marks,  and  distributes  laundry,  and  directs  subordinate 
Sorters  and  Markers  and  Distributors. 

166.  Wringerman —  (a)  136 

Operates  a  wringer,  and  cleans  and  greases  wringers. 

170.  Washer—  (a)  135 

Loads,  empties,  and  operates  washing  machines,  and  pre- 
>ares  soap  solutions  and  bluing. 

172.  Head  Washer—  (a)    155 

Performs  the  duties  of  a  Washer  and  in  addition  directs  the 
vork  of  other  washers. 

174.  Superintendent  of  Laundry,  Laguna 
Honda  Home—  (a)  175-225 

Directs  the  operation  of  the  laundry  at  Laguna  Honda 
lome,   makes   reports,  and  requisitions   materials. 

a  178.  Superintendent  of  Laundry,  San  Francisco 

Hospital—  (a)  200-275 

Directs  the  operation  of  the  laundry  at  the  San  Francisco 
hospital,  makes  reports,  and  requisitions  materials. 
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I  201-250 — Porter  Subdivision 

I  204.  Porter—  (aa)  85-110 

Performs  routine  institutional  maintenance  duties  such  as 
mopping,  sweeping  and  dusting;  takes  general  care  of  em- 
ployees' rooms;  washes  walls  and  windows  and  waxes  and 
polishes  floors;  collects  and  delivers  laundry;  incinerates  gar- 
bage, waste  and  refuse;  cleans  and  sterilizes  glassware;  sprays 
rooms  in  connection  with  the  extermination  of  vermin;  steril- 
izes surgical  dressings  and  appliances,  beddings,  mattresses, 
uniforms,  and  other  similar  materials;  renovates  and  repairs 
mattresses;  conveys  food  and  dishes  between  wards  and  kit- 
chens; takes  general  care  of  grounds  and  assists  in  the  care 
of  animals  on  the  farms;  tends  gates  and  does  other  mainte- 
nance duties  as  directed;  and  makes  beds,  dusts,  sweeps,  and 
mops;  receives,  issues,  and  accounts  for  linen;  or  washes  glass- 
ware, etc. 


I  206.  Porter  Sub-Foreman—  (aa)  95-125 

Performs  the  duties  of  a  Porter  and  incidentally  directs  a 
small  group  of  Porters  or  inmates  performing  such  duties. 

I  208.  Porter  Foreman—  (aa)  105-135 

Assists  a  Head  Porter  in  supervising  and  directing  a  large 

group  of  Porters;  checks  supplies  and  keeps  time  of  subordin- 

I  210.  Head  Porter—  (a)   175-200 

Directs  a  large  group  of  Porters,  such  as  all  Porters  at  the 
San  Francisco  Hospital,  including  responsibility  for  hiring  and 
disciplining  of  such   Porters;   orders   supplies. 


I  251-300 — Sewing  Subdivision 

I  254.  Seamstress —  (aa)   100-120 

Marks  linen,  blankets,  pillows,  and  mattresses  with  identifi- 
cation tags;  mends  and  makes  towels,  sheets,  baby  clothes, 
etc.;  makes  rubber  covers  to  fit  over  mattresses;  and  performs 
related  duties  as  directed;  may  requisition  materials. 

I  256.  Head  Seamstress—  (a)   120-140 

Under  general  direction,  measures,  cuts  and  sews,  and  is 
responsible  for  the  operation  of  the  sewing  room  and  the 
supervision  of  a  group  of  seamstresses  in  the  measuring,  cut- 
ting, and  sewing  of  dresses,  shrouds,  nightgowns,  etc.,  for 
inmates,  and  ordinary  sewing  and  mending  of  clothing,  bed 
and  table  linen;  requisitions  materials  as  required  and  performs 
other  related  work. 

I  301-350 — Vocational  Training  Subdivision 

I  302.  Instructor  in  Basketry—  (a)   120-150 

Instructs  inmates  of  an  institution  such  as  Laguna  Honda 
Home  in  the  weaving  of  baskets  and  reed  furniture. 


I  304.  Instructor  in  Weaving—  (a)   120-150 

Instructs   inmates   of  an   institution   such   as   Laguna   Honda  |j 
Home  in  the  weaving  of  rag  rugs  and  other  similar  products, 
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DIVISION  J 
LABOR  SERVICE 

This  Division  includes  duties  involving  manual-  labor  or  the 
mervision  of  such  labor,  except  where  such  duties  have  been 
marately  classified  in  other  divisions  for  better  comparison  with 
dated  duties. 

(Sec  also  Building  Trades,  Electrical  Trades,  Metal  Trades,  or 
Miscellaneous  Trades  Divisions.  For  unskilled  labor  duties  not 
eluded  in  this  Division,  sec  Custodial  or  Institutional  Divisions.) 

J  1-50 — General  Labor  Subdivision 

4.  Laborer—  (s)  6.50d 

Under  direction,  performs  such  unskilled  manual  duties  as 
le  following: 

Loading,    unloading,    wheeling,    or    shoveling,    lumber,    pipe, 

nd,  rock,  dirt,  debris  or  paving,  building  or  other  heavy 
laterials; 

assisting  in  setting  curbs  or  paving  blocks; 

excavating  and  removing  surfaces  for  street  reconstruction, 
lduding  the  use  of  an  air  gun  as  required; 

digging  and  backfilling  ditches,  holes,  and  trenches;  shovel- 
ig  and  spreading  concrete  to  grade; 

erecting  poles; 

cleaning  and   sweeping   streets  and   removing   debris; 

assisting  above  ground  in  the  cleaning  of  sewers  and  cess- 
ools; 

assisting  skilled  tradesmen  in  unskilled  duties  or  making 
linor  repairs  not  requiring  previous  experience  in  the  trades; 

assisting  in  the  care  of  lawns  and  shrubbery  where  a  knowl- 
dge  of  the  propagation  of  plants  is  not  required. 

6.  Water  Pipe  Welder—  (s)  7.50d 

Regularly  and  continuously  operates  electric  or  acetylene 
elding  apparatus  in  the  cutting,  repair  or  bonding  of  water 
ipes. 

10.  Labor  Sub-Foreman —  (s)  7d 

I  10a.  Labor  Sub-Foreman,  Department  of  Public  Works 
J  10b.  Labor  Sub-Foreman,   Public    Utilities    Commission 

Performs  the  duties  of  a  Laborer  and  in  addition  directs  the 
ork  of  a  group  of  subordinate  Laborers,  or  assists  a  Labor 
oreman  in  directing  a  large  group,  or  directs  the  dumping, 
imming,  and  leveling  of  debris  at  dumps  of  the  Street  Clean- 

lg  Department  where  such  duties  require  the  supervision  of  a 

mall  group  of  laborers. 

12.  Labor  Foreman—  (s)  7.50d 

J  12a.  Labor  Foreman,  Department  of  Public  Works 
J  12b.  Labor  Foreman,  Department  of  Electricity 
J  12c.  Labor  Foreman,  Recreation  Department 
J  12d.   Labor  Foreman,  Public  Utilities  Commission 
Directs   the   work   of   a    large   group   of   Laborers,   and   may, 
icidental  thereto,  plan  minor  phases  of  such  work,  direct  other 
mployees,  or  perform  other  incidental  duties,  such  as  receiving 
nd  checking  or  issuing  supplies,  keeping  time  of  subordinates, 
tc. 
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J  51-100 — Special  Labor  Subdivision 

This  Subdivision  includes  manual  duties  requiring  some  special 
ized  knowledge  or  experience. 

J  54.  Book  Repairer—  (  a)  110-13< 

Sews  and  repairs  binding  of  books;  tapes  and  attaches  loost 
leaves;  pastes  labels,  and  shellacs  bindings. 

J  58.  Disinfector—  (a)  150-17J 

Disinfects  and  fumigates  premises  in  which  contagious  dis 
eases  have  been  present. 

J  66.  Garageman —  (s)  6.50c 

Greases  motors  and  chassis  of  automobiles;  services  cars 
with  gas,  oil,  and  water;  changes  batteries  and  tires,  anc 
performs  other  similar  duties  in  servicing  cars. 

J  67.  Vulcanizer—  (s)  6.50c 

Vulcanizes   tires  and   tubes   and   performs   similar   duties   ir 

connection  with  repair  of  tires  and  tubes. 

J  70.  Hostler—  (b)   18C 

Cleans,  feeds,  and  cares  for  horses,  and  cleans  stables  and 
equipment. 

J  72.  Playground  Caretaker—  (a)  145-155 

Cleans   playgrounds,   makes   minor   repairs   as   directed,   and 

cares  for  lawns  and  shrubbery. 

J  74.  Rat  Catcher—  (a)  110-125 

Locates  rat  infestations  in  assigned  districts;  baits  and  places 
traps;  removes  rats  from  traps;  tags  and  delivers  to  laboratory 
for  examination. 

J  76.  Traffic  Button  Maintenance  Man—  (s)  6.50d 

Cleans  and  maintains  safety  isle  button  reflectors  and  but- 
tons, safety  isle  and  pedestrian  lane  markers  and  assists  elec- 
tricians as  directed  in  maintaining  electric  traffic  signals 
Performs  related  duties  incidental  thereto. 

J  78.  Stockman—  (a)  150-175 

Warehouses  and  maintains  stores  such  as  furniture  and 
equipment,  building  materials,  or  other  stores  involving  heavy 
lifting,  and  keeps  simple  inventory  records. 

J  80.  Foreman  Stockman—  (a)  185-210 

Regularly  directs  the  work  of  a  group  of  stockmen  when 
engaged  in  moving  or  installing  heavy  equipment. 

J  101-150 — Street  Cleaning  Subdivision 

(For  other  duties  connected  with  street  cleaning,  see  General] 
Labor  Subdivision.  For  operators  of  sweepers,  etc.,  see  MiscelA 
lane ous  Trades  Division.) 

J  108.  District  Director  of  Street  Cleaning—  (a)  200-250 

Is  responsible  for  the  cleaning  of  streets  in  a  large  district 
of  the  City,  involving  planning  and  directing  the  work  of 
groups  of  laborers,  operators  of  flushing  trucks,  and  sweepers 
working  simultaneously  in  different  locations. 
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J  112.  Supervisor  of  Street  Cleaning —  (b)  300-400 

Subject  to  the  approval  of  the  General  Superintendent  of 
Streets,  assists  in  the  planning  and  directing  of  the  cleaning 
jf  all  streets,  the  hauling  and  disposal  of  street  cleanings,  the 
ecuring  of  dumping  grounds  therefor,  the  assignment  of  all 
employees  and  equipment,  the  handling  of  complaints  and 
he  maintenance  of  office  operating  maps  and  schedules,  as 
well  as  all  activities  of  the  street  cleaning  division  of  th,e 
Department  of  Public  Works. 


J   151-200 — Track  Maintenance  Subdivision 

\  152.  Trackman—  (s)  Mtfkr. 

Performs  general  manual  duties  in  connection  with  the  lay- 
ng   or   repair   of   street   railway    track   and    roadbed,    such   as 
aying  spiking  and  bolting  rails  and  tamping  ballast. 
J  156.  Switch   Repairer —  (s)  .8;]/2hr. 

Regularly    and    continuously    repairs    and    maintains    track 
witches;  requires  a  thorough  knowledge  of  such  equipment. 

'  160.  Track  Welder—  (s)  7.50d 

Regularly   and    continuously    operates    electric    or   acetylene 

an  velding  apparatus  in  the  cutting,  repair,  or  bonding  of  metal 

ails. 

f  162.  Car  Repairer  Welder—  (s)  7.50d 

Regularly   and   continuously   operates   welding   apparatus   in 

he  repair  of  metal  frames  and  parts  of  street  cars. 

f  166.  Track  Foreman—  (s)  .9375hr. 

Directs  the  work  of  a  large  group  of  Trackmen,  and  may, 

ict  ncidental  thereto,  plan  minor  phases  of  such  work,  direct  other 
mployees,  or  perform  other  incidental  duties,  such  as  receiv- 
ng  and  checking  or  issuing  supplies,  keeping  time  of  sub- 
ordinates, etc.  Checks  receipt  of  service  and  materials  for  track 
jnaintenance  charged  to  the  Municipal  Railway. 

rat 
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DIVISION  K 
LEGAL  SERVICE 

This  Division  includes  only  those  duties  requiring  the  qualifica- 
tions of  an  attorney  licensed  to  practice  in  the  courts  of  California. 

K  1-50 — Civil  Law  Subdivision 

K  4.  Attorney,  Civil —  *up  to  350 

Prepares  and  prosecutes  or  defends  ordinary  routine  civil 
suits  in  which  the  City  is  involved,  or  performs  other  less  in- 
volved legal  work  as  assigned.  For  example: 

(a)  Defends  personal  injury  claims  brought  by  city  em- 
ployees before  the  Industrial  Accident  Commission,  or  prose- 
cutes civil  actions  for  damages  to  city  property  or  for  collec- 
tion of  personal  property  taxes,  prepares  opinions  on  legal  '" 
questions  of  average  difficulty;  and  assists  with  more  impor- 
tant civil  law  matters  as  directed. 

K  6.  Senior  Attorney,   Civil —  *un  to  450 

Prepares  and  prosecutes  or  defends  important  routine  civil 
suits  in  which  the  City  is  involved,  and  in  which  the  exercise  of 
considerable  independent  judgment  is  required,  or  performs 
other  legal  work  of  similar  importance.   For  example: 

(a)  Defends  suits  for  damages  against  the  Municipal  Rail- 
way (or  recommends  compromise  settlements  of  such  claims), 
prosecutes  civil  actions  for  forfeited  bonds,  or  defends  the 
Property  Clerk  of  the  Police  Department  in  actions  to  force 
return  of  property. 

(b)  Prepares  formal  opinions  on  legal  questions  of  more  than 
average  difficulty. 

K  8.   Principal  Attorney,  Civil—  *up  to  800 

Prepares  and  prosecutes  or  defends  involved  civil  cases  re- 
quiring a  high  degree  of  professional  experience,  skill,  and 
judgment,  or  performs  other  legal  work  of  similar  importance. 
For  example: 

(a)  Prosecutes  or  defends  major  civil  actions  in  which  the 
City  is  involved. 

(b)  Directs  negotiations  for  the  acquisition  of  lands  for  nub| 
lie  use,  or  initiates  and  prosecutes  condemnation  proceedings 
when  necessary. 

(c)  Prepares  formal  opinions  on  legal  questions  of  intricate 
and  complex  nature. 

K  12.  Chief  Attorney,  Civil—  *up  to  800 

Performs  the  duties  of  a  Principal  Attorney  and  in  addition 
assigns  work  to  other  attorneys  and  advises  them  regarding 
their  assignments;  acts  as  City  Attorney  in  the  absence  of  the 
latter. 
K  16.  Special  Counsel,  Water  Service —  *up  to  800 

Performs  assigned  legal  duties  of  a  technical  or  highly  spe- 
cialized nature  in  the  Water  Service. 

K  51-100 — Criminal  Law  Subdivision 

K  54.  Attorney,  Criminal—  *up  to  300 

Prepares  and  prosecutes  ordinary  routine  criminal  cases  or 
assists  in  the  handling  of  more  important  cases.  For  example 
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(a)  Prepares  and  prosecutes  criminal  cases  in  Municipal 
Courts. 

£  56.  Senior  Attorney,  Criminal    —  *up  to  400 

Prepares  and  prosecutes  or  defends  important  criminal  cases, 
nvolving  the  exercise  of  considerable  independent  judgment. 
?ov  example: 

(a)  Prosecutes  ordinary  criminal  actions  in  Superior  Courts, 
>r  defends  in  the  same  Courts  indigent  persons  charged  with 
riminal  offenses. 

C  58.  Principal  Attorney,  Criminal —  *up  to  500 

Performs  legal  duties,  in  connection  with  criminal  matters, 
equiring  a  high  degree  of  professional  experience,  skill,  and 
udgment.  For  example: 

(a)  Prosecutes  major  criminal  actions. 

(b)  Presents  complaints  and  evidence  to  the  Grand  Jury  and 
repares  indictments. 

(c)  Directs  a  group  of  subordinates  who  hear  complaints 
nd  issue  citations  or  warrants  based  thereon. 
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DIVISION  L 
MEDICAL  AND  SCIENTIFIC  SERVICE 

This  Division  includes  duties  requiring  medical  training  or  pro 
fessional  training  in  the  sciences. 

(For  duties  requiring  nursing   training,  see  Nursing  Diznsion. 

L  1-50 — Administrative  Subdivision 

L  2.  Assistant  Superintendent,  San  Francisco 

Hospital,  General  Division —  (a)  275-350 

Assists  the  Superintendent  of  San  Francisco  Hospital  in 
supervising  and  coordinating  the  medical,  nursing,  subsist 
ence,  custodial,  and  clerical  functions  of  the  hospital. 

L  6.   Superintendent  of  San  Francisco  Hospital —  (i)  650 

Subject  to  administrative  approval,  directs  and  coordinates 
the  medical,  nursing,  subsistence,  custodial,  and  clerical  func- 
tions of  the  San  Francisco  Hospital  and  the  maintenance  oi 
buildings  and  grounds. 

L  8.  Assistant  to  Superintendent, 

Laguna  Honda  Home —  (a)  225-275 

Assists  the  superintendent  as  required,  and  during  the  ab 
sence  of  the  superintendent  acts  in  his  place;  in  addition  per- 
forms the  duties  of  head  clerk. 


L  10.  Superintendent,  Laguna  Honda  Home,  and 

Director  of   Institutions —  (i)    65( 

Subject  to  administrative  approval,  directs  and  coordinate.' 
the  subsistence,  custodial,  clerical,  medical  and  nursing  func 
tions  of  the  Laguna  Honda  Home  and  the  maintenance  oi 
buildings  and  grounds. 

In  addition,  as  Director  of  Institutions  has  charge  of  and  co> 
ordinates  the  transfer  of  patients  between  institutions,  the  unt 
fication  of  purchasing  of  supplies,  the  utilization  of  surplui 
supplies  between  one  institution  and  another,  the  supervisior 
of  repairs  and  maintenance  of  buildings,  the  supervision  of  nev 
building  programs  and  development  of  plans;  acts  as  the  rep' 
resentative  of  the  Director  of  Public  Health  in  his  communica 
tions  in  relation  to  assignment  and  discipline  of  the  personne  jjjjj 
of  the  Department  of  Public  Health,  and  also  has  charge  o: 
the  Social  Service  Division  of  said  department 

If 
L  16.  Assistant  Director  of  Public  Health—  (b)  450-551   .\ 

Subject  to  the  approval  of  the  Director  of  Public  Health 
supervises  and  directs  the  technical  services  of  the  Departmen  it 
of  Public  Health,  including  vital  statistics,  bacteriological  ant 
chemical  laboratories,  and  inspection  of  meat,  milk,  food,  mar 
kets,  restaurants,  dairies,  abattoirs,  pasteurization  plants,  hous 
ing,  industrial  establishments,  sanitation  methods.  Receives  ant 
investigates  all  complaints  of  citizens  regarding  services  of  th< 
Department  of  Public  Health.  Assists  the  Director  of  Publi 
Health  in  supervising,  directing  and  coordinating  activities  o 
the  Bureau  of  Communicable  Diseases,  Bureau  of  Child  Hy 
giene,  the  dental  services,  the  institution  and  field  nursin|  jj.jj 
service,  the  Emergency  Hospital  service,  and  all  other  institu 
tions  under  the  Department  of  Public  Health:  acts  for  th 
Director  of  Public  Health  in  his  absence  and  during  sucl 
absence  directs  the  activities  of  the  administrative  services  an 
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the  miscellaneous  services  of  the  department;  requires  qualifi- 
cations of  a  licensed  physician  with  specialized  training  and 
experience  in  public  health  administration. 

L  18.  Director  of  Public  Health—  (a)  600-850 

Subject  to  the  general  direction  of  the  Chief  Administrative 
Officer,  directs  and  supervises  and  is  responsible  for  all  func- 
tions and  activities  of  the  Department  of  Public  Health  which 
include  Emergency  Hospital  service,  San  Francisco  and  Isola- 
tion hospitals,  Laguna  Honda  Home,  Hassler  Health  Home, 
various  clinics,  health  centers,  laboratories,  health  and  sani- 
tary inspection  services,  and  the  enforcement  of  all  public 
health  laws,  ordinances  and  regulations. 


L  51-100 — Bacteriological  Subdivision 

L  52.  Bacteriological  Laboratory  Technician —         (a)    125-140 

Prepares  culture  media  and  stains  used  in  laboratory  tests 
and  examinations,  sterilizes  various  supplies  and  equipment, 
and  stains  smears  for  examinations;  prepares  pathological 
specimens  for  examinations  and  diagnosis;  makes  routine  bac- 
teriological tests  and  examination  of  specimens  under  direc- 
tions as  required. 

L  54.  Assistant  Bacteriologist —  (a)  140-165 

Makes  routine  bacteriological  tests  and  examinations  of 
pecimens. 

L  56.  Bacteriologist—  (a)  175-210 

Makes  all  types  of  bacteriological  tests  and  examinations  of 

ipecimens   submitted   to  the   laboratory,  and  assists   in   labora- 

:orv  research  work. 

L  58.  Director  of  Laboratories—  (a)  275-350 

Performs  the  duties  of  a  Bacteriologist,  and  directs  both  the 

Bacteriological    Laboratory    and    the    Chemical    Laboratorv    of 

he   Department  of   Public   Health,   involving  responsibility  for 

he  accuracy  of  all  tests  and  examinations;  also  directs  labora- 

ory  research  work. 

,  60.  Bacteriological  Milk  Inspector —  (a)  200-225 

Inspects  pasteurizing  plants,  equipment,  employees  and 
lethods;  collects  samples  of  milk  for  bacteriological  examina- 
ion;  is  required  by  law  to  be  a  physician. 

-,  62.  Pathologist —  *up  to  225 

Attends  pathological  consultation  with  the  autopsy  surgeons; 
nakes  gross  and  microscopic  tissue  study  of  tissues  removed 
t  autopsy;  makes  diagnosis  of  these  tissues  for  inquest  or 
Mtimony  when  needed;  does  pathological  work  of  legal  impor- 
ance  for  the  Police  Department,  and  blood  identification  work 
>r  homicide  squad;  makes  pathological  studies  of  autopsies. 

i  64.  Consultant  Bacteriologist —  *up  to  100 

Subject  to  the  direction  of  the  Director  of  Public  Health, 
enerallv  directs  activities  and  acts  as  consultant  at  the  Bac- 
:riological.  Serological  and  Chemical  Laboratories  of  the  De- 
rtment  of  Public  Health,  and  develops  plans  and  programs 
ir  laboratory  research  in  public  health  problems.  Requires 
pecial  experience  and  training  in  bacteriology,  serology,  cheni- 
try  and  pathology. 
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L  70.  Psysiotherapist —  *up  to  100 

Under  the  direction  of  an  orthopedic  surgeon,  administers 
physiotherapy  treatments  including  the  massage,  exercise  and 
manipulation  of  muscles  and  limbs  of  patients  crippled  from 
disease  and  the  application  of  heat  and  electrical  treatments. 

L  72.  Electro-Cardiograph   Technician —  *up  to  100  j 

Operates  electro-cardiograph  machine  in  tracing  and  record- 
ing the  action  of  the  hearts  of  patients;  interprets  findings  and 
makes  reports  thereon. 


L  101-150 — Chemical  Subdivision 

L  102.  Food  Chemist's  Assistant—  (a)  125-140 

Assists  Chemists,  as  directed,  in  making  chemical  tests  and 
reactions,  in  compounding  various  solutions  and  preparations,! 
and  in  keeping  records  thereof. 

L  104.  Food  Chemist —  (a)  190-22ij 

Makes  chemical  tests  and  examinations  of  milk,  water,  icel 
cream  and  other  food  products,  and  analyzes  specimens  foil 
poison. 

L  106.  Senior  Food  Chemist—  (a)  225-25(1 

Performs  the  duties  of  a  Food  Chemist,  makes  other  similaij 
tests,  and  directs  the  work  of  subordinate  Food  Chemists  ancfl 
Assistants. 

L  110.  Toxicologist—  *up  to  30(\ 

Analyzes  stomachs  for  poisons  and  examines  blood  speci-| 
mens  by  spectroscope;  makes  reports  and  gives  testimony  at 
Coroner's  inquests  and  court  trials. 

L  114.  Engineering  Chemist—  (a)  190-22:r 

Tests  chemical  and  physical  properties  of  materials  used  ill 
engineering  construction,  such  as  rock,  sand,  cement,  asphaltl 
etc.;  tests  paint,  varnish  and  other  building  materials  to  se<J 
that  they  conform  to  specifications;  tests  strength  and  othel 
properties  of  concrete  or  of  steel;  and  may  be  called  upon  t<f 
test  miscellaneous  supplies  used  in  engineering  camps,  such 
canned  goods  or  soaps. 


L  115.  Assistant  Superintendent  and  Technician, 

Sewage  Treatment  Plant—  (i)  250-30 

Under  direction  of  the  Superintendent  of  the  Sewage  Treat 
ment  Plant,  assists  in  supervising  the  operation  and  mainte  « 
nance  of  a  complete  sewage  treatment  plant  and  makes  routin  si 
laboratory  tests  to  determine  operating  efficiency;  acts  in  plac  I 
of  Superintendent  during  his  absence.  Under  the  direction  c 
the  Senior  Engineering  Chemist,  aids  in  such  research  or  es 
perimental  laboratory  work  as  may  be  required. 


L  116.  Senior  Engineering  Chemist—  (a)   300-40 

Performs   the    duties   of   an    Engineering    Chemist   and   als  <f 
directs  the  work  of  subordinate  Engineering   Chemists. 


L  151-200 — Dental  Subdivision 

L  152.  Dental  Hygienist—  (a)  135-1? 

Cleans  the  teeth  of  patients  and  gives  lectures  in  schools  o 
the   proper   care   of  the   teeth;   requires  completion   of  a   pr<  ml 
scribed  course  of  specialized  training  in  dental  hygiene. 
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.  156.  Dentist—  *up  to  100 

!  Does  general  dental  work  for  patients  in  hospitals,  jails  and 
ity  clinics,  including  cleaning,  filling  or  extracting  of  teeth, 
hd  mouth  treatments. 

.  160.  Director  of  Dental  Bureau —  *up  to  250 

i  Subject  to  the  approval  of  the  Director  of  Public  Health,  is 
^sponsible   for   the  administration   of   the   Dental   Bureau   and 

rects  the  work  of  subordinate  Dental  Hygienists  and   Den- 

sts. 

L  201-250— Dietetic  Subdivision 


202.  Dietitian—  (a)  150-175 

Develops  and  outlines  special  diets  and  supervises  the  prep- 
ation  of  such  diets;  requisitions  needed  supplies. 

206.  Chief  Dietitian—  (a)  190-225 

Directs  the  work  of  subordinate  Dietitians  and  in  addition 
cercises  general  supervision  over  kitchens  and  the  develop- 
ent  and  preparation  of  menus. 

208.  Nutritionist—  (b)  150-175 

Prepares  diets  in  accordance  with  physicians'  prescriptions 
id  adjusts  budgets  therefor;  interviews  clients  and  advises 
em  on  dietary  requirements;  prepares  educational  material 
d  reports;  performs  related  duties  as  required. 

L  251-300 — Optometrist  Subdivision 

252.  Optometrist —  *up  to  150 

Examines  the  eyes  of  school  children  for  defective  vision, 
d  makes  and  fits  glasses. 

L  301-350 — Pharmacist  Subdivision 

304.  Pharmacist—  (a)   190-225 

Fills  prescriptions  and  compounds  pharmaceutical  prepara- 
ins;  is  responsible  for  the  issuance  of  narcotics  and  liquors 

city  institutions  as  authorized  by  prescription. 

306.  Senior  Pharmacist—  (a)  225-275 

Performs  the  duties  of  a  Pharmacist  and  in  addition  directs 
e  work  of  assistants;  is  responsible  for  the  requisitioning, 
ceiving  and  checking  of  supplies  and  for  the  checking  and 
•proving  of  invoices. 

L  351-400 — Physician  Subdivision 

This  Subdivision  includes  duties  required  of  internes  in  training 
d  duties  requiring  the  skill  and  experience  of  a  licensed  Doctor 
Medicine,  except  where  such  duties  are  classified  in  other  Sub- 
'.'isions  for  better  comparison  with  related  employments. 

352.  Interne—  (b)  50 

(Less  $35  Maintenance) 
Renders  medical  care  to  patients  assigned  to  his  service, 
olving  the  making  of  diagnoses,  etc.,  subject  to  the  direc- 
m  of  a  Staff  Physician. 
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L  354.  House  Officer—  (b)  60 

(Less  $35  Maintenance) 

After  completion  of  prescribed  service  as  Interne,  renders 
general  medical  and  surgical  care  to  patients  in  the  San  Fran- 
cisco Hospital  or  at  Laguna  Honda  Home,  as  assigned  andl 
subject  to  supervision  by  visiting  or  resident  physicians. 

L  356.  Senior  House  Officer, 

San  Francisco  Hospital —  (b)  85 

(Less  $35  Maintenance) J 

Directs  the  rotation  of  Internes  to  the  various  services  oi| 
the  hospital  and  personally  renders  medical  and  surgical  card 
to  employees  of  the  hospital,  to  patients  of  the  municipal  ward! 
and  women's  prison  ward,  and  to  Emergency  Hospital  cases! 
after  operations  have  been  performed. 

L  357.  Resident  Physician—  (b)  13;j 

Acts  as  resident  in  medicine,  surgery,  radiology,  or  pedia-l 
tries;  under  direction  of  staff  physicians,  assists  in  the  careandfl 
treatment  of  patients;  supervises  work  of  internes  in  the  serv-l 
ice  to  which  appointment  is  made;  carries  out  orders  of  visit- 1 
ing  staff;  examines  applicants  for  admission  into  institutions;! 
performs  other  related  duties  as  required. 

L  360.  Physician —  *up  to  32.'  1 

Renders  general  medical  attention  to  patients,  makes  physica  I 
examinations,  and  prescribes  treatments.  For  example: 

(a)  Renders  medical  attention  and  care  to  indigents  outsidel 
of  institutions;  to  City  and  County  prisoners;  and  to  Citjl 
employees  injured  in  the  performance  of  their  duties;  examines! 
applicants  for  admittance  to  San  Francisco  Hospitals;  anc! 
performs  other  medical  duties  as  required. 

(b)  Renders  medical  care  to  nurses,  to  women  in  the  Cit>| 
Prison,  and  to  girls  at  the  Juvenile  Detention  Home;  makee| 
physical    examinations    of   nurses   and   applicants    for   teaching 
positions;  and  performs  other  medical  duties  as  required. 

(c)  Renders  general  medical  and  surgical  care  to  medical 
cases  at  Laguna  Honda  Home. 

L  362.  Supervisor  of  City  Physicians —  *up  to  4(H 

Subject  to  the  general  supervision  of  the  Director  of  Public 
Health,  directs  and  supervises  the  medical  care  of  cases  re 
ferred  by  charitable  organizations  or  the  County  Welfare  De 
partment  or  the  Department  of  Public  Health,  also  cases 
recommended  for  transfer  from  private  hospitals  to  the  Sat 
Francisco  Hospital,  and  cases  dismissed  from  the  San  Fran 
cisco  Hospital.  Involves  supervision  of  subordinate  Cit] 
Physicians  and  investigation  and  adjustment  of  complaints  o 
citizens  relating  to  the  work  of  City  Physicians. 

L  363.  Resident  Physician  and  Superintendent, 

Hassler  Health  Home—  (b)  350-45( 

Under  general  direction,  is  responsible  for  administration 
operation  and  maintenance  of  the  Hassler  Health  Home  and  th< 
medical  and  nursing  care  of  patients  of  that  institution.  Re 
quires  the  qualifications  of  a  licensed  doctor  of  medicine  anc 
additional  experience  in   the  treatment  of  tubercular  patients 

L  364.  Pediatrician—  *up  to  30( 

Makes  physical  and  medical  examinations  of  school  children 
administers  antitoxins  and  vaccines  to  children;  examine; 
babies   at   baby   clinics   and   advises   with   parents   and   schoo 
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nurses  as  to  proper  treatment  for  correction  of  conditions;  or, 
as  directed,  coordinates  the  work  of  baby  clinics  and  performs 
general  medical  duties  as  required. 

1,  368.  Director  of  the  Bureau  of 

Child  Hygiene—  (b)  500-600 

Subject  to  the  approval  of  the  Director  of  Public  Health,  is 
esponsible  for  the  administration  of  the  Bureau  of  Child  Hy- 
giene,  and  directs  the  work  of  visiting  school  physicians  and 
f  physicians  assigned  to  baby  clinics. 

L  370.  Epidemiologist—  *up  to  300 

On  request,  examines  and  diagnoses  contagious  and  infec- 
;ious  diseases;  investigates  sources  of  infection  and  contagion; 
solates  and  quarantines  premises  on  which  contagious  dis- 
eases exist,  and  performs  other  duties  required  by  law  or  by 
ocal  regulations  in  such  cases. 

L  371.  Director,  Bureau  of  Communicable 

Diseases—  (b)  500-600 

Subject  to  the  approval  of  the  Director  of  Public  Health, 
lirects  work  in  connection  with  investigation  and  control  of 
nfectious  and  contagious  diseases  involving  supervision  of  the 
tvork  of  Epidemiologists  and  other  personnel.  Directs  proced- 
lre  and  activities  at  Tuberculosis  Hospital,  Hassler  Health 
iome,  Isolation  Hospital  and  at  Chest  Clinics.  Directs  pro- 
:edure  and  activities  at  Genito-Urinary  Diagnostic  Centers 
md  Clinics.  Directs  examination  of  persons  handling  food  and 
nilk  and  issues  permits  therefor.  Performs  other  duties  in- 
volving enforcement  of  certain  ordinances,  recommending  pol- 
cies  relating  to  control  of  communicable  diseases  and  such 
>ther  duties  as  may  be  assigned  by  the  Director  of  Public 
health.  Requires  the  qualifications  of  a  licensed  Doctor  of 
Vfedicine  and,  in  addition,  qualifications  and  experience  of  an 
Epidemiologist. 

Li  373.  Physician  in  Communicable  Diseases —  (b)  350-450 
Directs  the  treatment  of  communicable  diseases  in  the  Isola- 
ion  Division  of  the  San  Francisco  Hospital  and  also  the  work 
>f  social  hygiene  clinics  where  venereal  diseases  are  treated 
ir,  under  the  general  direction  of  the  visiting  staff,  supervises 
nd  directs  the  treatment  of  patients  at  the  San  Francisco 
hospital. 

.  374.  Physician  in  Psychiatry —  (b)  350-450 

Acts  as  medical  supervisor  of  the  Psychiatric  Division  of  the 
an  Francisco  Hospital;  examines  patients  for  admission  to 
he  Psychiatric  Division;  is  responsible  for  medical  care  and 
reatment  of  patients  in  this  division  and  supervises  personnel 
onnected   therewith. 


L  401-450 — Psychological  Subdivision 

.  404.  Psychologist—  (b)   150-175 

Directs  a  psychological  clinic,  involving  the  supervision  of 
^st  administration  and  scoring  and  the  proper  interpretation 
f  tests;  also  advises  parents  as  to  proper  treatment  of  sub- 
ormal  children,  and  particularly  as  to  habit  training. 

.  408.  Psychiatrist—  *up  to  300 

Directs  the  work  of  Psychologists;  cooperates  with  schools, 
rphanages,  charitable  agencies,  and  Juvenile  Court  in  the  ex- 
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animation,  diagnosis,  and  treatment  of  mentally  defective  or 
disciplinary  cases;  must  be  a  licensed  physician  experienced  in 
psychiatry  and  abnormal  psychology. 

L  451-500 — Radiologist  Subdivision 

L  452.  X -Ray  Technician—  (a)  135-165 

Takes  and/or  develops  X-Ray  pictures  as  directed. 

L  456.  Senior  X-Ray  Technician—  (a)  190-225 

Performs  the  duties  of  an  X-Ray  Technician  and  in  addi- 
tion directs  the  work  of  subordinate  X-Ray  Technicians  anc 
assistants. 

L  501-550 — Surgical  Subdivision 


L  502.  Autopsy  Surgeon —  *up  to  400 

Performs  autopsies,  as  directed  by  the  Coroner,  in  murder 
manslaughter,  and  accident  cases,  reports  findings,  and  gives 
testimony  at  inquests  and  court  trials;  and  where  legally  dep 
utized,  holds  inquests  at  the  direction  of  the  Coroner. 

L  504.  Emergency  Hospital  Surgeon —  *up  to  20C 

Renders  medical  and  emergency  surgical  care  to  patients  in 
the  Emergency  Hospitals  as  assigned. 

L  506.  Assistant  Chief  Surgeon, 

Emergency  Hospitals —  *up  to  40C 

Assists  in  directing  the  work  of  Emergency  Hospital  Sur- 
geons; consults  with  and  advises  such  subordinates  as  re- 
quired; is  responsible  for  records  and  for  general  conditions 
in  Emergency  Hospitals. 

L   508.  Chief  Surgeon, 

Emergency  Hospitals —  *up  to  60( 

Directs  and  coordinates  the  Emergency  Hospital  service  anc 
performs  all  major  emergency  operations  or  serves  as  a  con) 
sultant  in  such  operations. 

L  551-650 — Audiometer  Subdivision 

L  602.  Audiometer  Technician—  (b)   135-161 

Tests   and  measures   hearing   of   groups   of  school   childrei 

with    audiometer.    Records,    summarizes    and  reports    result 
thereof.  Performs  related  clerical  duties. 


in 

> 
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DIVISION  M 
METAL  TRADES  SERVICE 

This  Division  includes  duties  requiring  skill  in  the  metal  trade;, 
the  supervision  of  such  duties,  and  the  duties  of  assistants  zvhich 
require  previous  experience  in  these  trades. 

<„    (See  also  Building  Trades,  Electrical  Trades,  and  Miscellaneous 
(Trades  Divisions.) 

M  1-50 — Administrative  Subdivision 

This  Subdivision  covers  duties  involving  the  planning  and  direc- 
Uon  of  mechanical  construction,  repairs,  or  operation,  and  the 
supervision  of  various  crafts  assigned  to  such  work,  but  does  not 
•nclude  foremen  of  single  crafts. 

M  2.  General  Foreman  Machinist —  (b)  300 

Directs  and  is  responsible  for  the  operation  of  a  general 
machine  shop  such  as  is  maintained  for  repair  of  trucks,  rock 
rushers,  sewer  pumping  plants,  etc.  Involves  supervision  of 
nechanics  engaged  in  such  work. 

M  4.  Master  Mechanic,  Fire  Department—  (a)  300-350 

Directs  the  work  of  various  crafts  engaged  in  the  mainte- 
lance  and  repair  of  fire  engines,  trucks,  fire  boats,  and  high 
pressure  pumping  plants  and  distribution  system,  involving 
esponsibility  for  maintenance  policies  and  practices;  recom- 
nends  improvements  in  fire  fighting  apparatus. 

M  5.  Assistant  Superintendent  of  Equipment  and 

Overhead  Lines,  Municipal  Railway —  (a)  275-300 

Assists    the    Superintendent    of    Equipment    and    Overhead 

Jnes  in  directing  the  work  of  various  crafts  engaged  in  the 

naintenance    and    repair    of    rolling    stock,    power    distributing 

ystem,  and  equipment  of  the  Municipal  Railway. 

M  6.  Superintendent  of  Equipment  and  Overhead  Lines, 

Municipal  Railway—  (a)  300-350 

Directs  the  work  of  various  crafts  engaged  in  the  mainte- 
lance  and  repair  of  rolling  stock,  power  distributing  system, 
.nd  equipment  of  the  Municipal  Railway,  involving  responsi- 
bility for  maintenance  policies  and  practices;  recommends  im- 
provements  in   street  railway   equipment. 

Vl  8.  General  Superintendent  of  Shops —  (b)   400-475 

Subject  to  the  general  supervision  of  the  Purchaser,  directs 
.nd  is  responsible  for  the  repair  and  maintenance  of  equip- 
nent,  such  as  fire  engines,  trucks,  automobiles,  ambulances, 
ire  boats,  rock  crushers,  high  pressure  pumping  stations  and 
quipment  appurtenant  thereto,  etc.;  involving  supervision  of 
reneral  machine  shops  and  the  mechanics  engaged  therein; 
lirects  the  manufacture  and  construction  of  various  types  of 
lechanical  equipment;  is  responsible  for  the  maintenance  of 
lecessary  inventories  and  the  proper  accounting  thereof. 

M  51-100 — Automotive  Maintenance  Subdivision 

A  54.  Auto  Machinist—  (s)  Wd 

Repairs  automobiles,  including  the  making  of  major  repairs 

nd  requiring  thorough  knowledge  of  automobile  motors;  opcr- 

tes  general  shop  machines   and   equipment   in   the  repair  and 
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manufacture  of  parts;  requires  the  qualifications  of  a  journey- 1| 
man  machinist  supplemented  by  experience  in  the  repair  ofl 
automobiles. 

M  55.  Sub-Foreman  Auto  Machinist —  (s)  10.50d\ 

Performs  duties  of  Auto  Machinist  and  in  addition  directs  j' 
the  work  of  a  small  group  of  auto  machinists  and  others  en-l 
gaged  in  related  duties. 

M  56.  Garage  Foreman,  Municipal  Railway —  (b)  3001 

Performs  the  duties  of  an  Auto  Machinist  and  in  addition! 
directs  the  work  of  subordinate  Auto  Machinists,  involving 
responsibility  for  the  repair  and  maintenance  of  automotive 
equipment  of  the  Municipal  Railway;  requires  the  qualifica 
tions  of  a  journeyman  machinist  supplemented  by  experience 
in  the  repair  of  automobiles. 


M   60.  Auto  Fender  and  Body  Worker—  (s)  lOd 

Constructs,  repairs  and  straightens  automobile  fenders  and 
bodies.  Also  repairs  and  makes  radiators,  excepting  core.  Must 
also  be  able  to  use  welding  torch,  grinding  machine  drills  and 
sheet  metal  tools. 


M   101-150 — Blacksmithing  Subdivision 

M  104.  Blacksmith's  Helper—  (s)  7.20a 

Assists  a  Blacksmith,  as  directed  and  instructed,  in  forging 
hardening,  tempering  and  forming  iron  and  steel;  involves  the 
use  of  tools  of  the  trade. 


M  107.  Blacksmith's  Finisher—  (s)  8.80L 

Under  direct  supervision  of  a  Blacksmith,  performs  th< 
work  of  a  Blacksmith's  Helper,  and  in  addition  drills,  grinds 
fits  and  assembles  forged  metal  parts;  fits  handles  into  hand 
tools,  sharpens  tools;  repairs  hose  and  hose  couplings  oi 
Street  Department  equipment;  assists  the  Blacksmith  in  re 
placing  springs  and  straightening  frames,  fenders,  bodies 
brackets  and  special  devices  on  heavy  equipment  and  trucks 
involves  the  use  of  tongs,  sledge,  powerhammer,  grindinj 
wheel,  drill-press  and  hand-tools  of  the  trade. 


I. 
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M  108.  Blacksmith—  (s)  IO.4OK 

Forges,  hardens,  tempers,  forms,  or  shapes  iron  and  stee 
in  the  manufacture  or  repair  of  tools  and  equipment;  on  occa 
sion  uses  additional  tools  as  may  be  required,  such  as  powe: 
hammers,  acetylene  torches,  etc.,  in  the  performance  of  sucl  *' 
duties;  and  directs  the  work  of  Finishers  and  Helpers;  re 
quires  the  qualifications  of  a  journeyman  blacksmith. 

M  151-200 — Boilermaking  Subdivision 

M  154.  Boilermaker's  Helper—  (s)  7.20 

Assists  a  Boilermaker,  as  directed  and  instructed,  in  th 
repair  of  boilers,  connections,  and  valves,  involving  use  of  tool 
of  the  trade. 

M  156.  Boilermaker—  (s)  10\ 

Repairs   fire  or   water  tube  boilers,   boiler  connections,   anf 

valves;    requires    the    qualifications    of    a    journeyman    boilei| 

maker. 
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M   158.  Boiler  Inspector—  (b)  225-250 

Inspects  boilers  and  connections  to  insure  compliance  with 
safety  standards,  regulations,  and  ordinances,  and  makes  re- 
quired reports;  requires  thorough  knowledge  and  experience 
s  a  journeyman  boilermaker. 

M  201-250 — Car  Repairing  Subdivision 

A  202.  Car  Repairer—  (s)  .85h 

Makes  repairs  to  street  cars,  such  as  adjusting  brakes  and 
eplacing  brake  shoes,  inspecting  and  tightening  bolts  and 
prings,  taking  down  and  assembling  trucks  of  cars,  removing 
notors,  installing  light  switches,  inspecting  brush  holders,  or 
epairing  gates,  fenders,  steps,  etc.;  or  overhauling  fare  boxes, 
lotors,  pumps,  compressors,  master  controllers,  controller 
witch  groups,  or  reversers;  and  inspects  cars  and  motors  for 
eeded  repairs. 

H  206.  Sub-Foreman  Car  Repairer^-  (s)  .91%h 

Performs  the  duties  of  a  Car  Repairer,  and  in  addition 
irects  the  work  of  a  small  group  of  Car  Repairers. 

208.  Foreman  Car  Repairer—  (s)  .97l/2h 

Plans  and  directs  the  work  of  Car  Repairers  and  other  em- 
loyees  performing  duties  related  thereto;  keeps  time  of  sub- 
rdinates;  and  maintains  required  records. 

M  251-300 — Machinist  Subdivision 

1  252.  Machinist's  Helper—  (s)  6.80d 

Assists  a  machinist  as  directed  and  instructed,  in  the  con- 
duction, assembling,  installation,  or  repair  of  machinery  or 
quipment. 

1  254.  Machinist—  (s)  Wd 

Performs  general  bench  or  hand  work  and  operates  machine 
)ols  in  the  construction,  assembling,  installation,  or  repair  of 
lachinery  or  equipment,  involving  the  use  of  general  machine 
nop  equipment  and  the  skill  and  experience  of  a  journeyman 

achinist. 

I  255.  Bracemaker—  (s)  Wd 

Builds  or  makes  mechanical  braces  or  casts  for  patients  re- 
viving surgical  or  orthopedic  care  at  the  San  Francisco  Hos- 
ital.  Requires  the  qualifications  of  a  journeyman  machinist, 
i  addition  and  as  assigned,  makes  general  repairs,  such  as 
e  usually  performed  by  journeymen  machinists,  to  equip- 
ent  at  the  San  Francisco  Hospital. 

:  256.  Mechanical  Inspector—  (b)  225-250 

Inspects  materials,  methods  and  workmanship  in  the  cast- 
ig,  forging,  machining  and  manufacturing  of  iron,  bronze. 
■ass  and  steel  parts  used  in  assembling  and  construction  of 
echanical  equipment.  Requires  experience  as  journeyman 
lachinist,  and  a  thorough  knowledge  of  general  machine  shop, 
ttern  and  blacksmith  shop  and  foundry  practice. 

[  260.   Instrument  Maker—  (s)  Wd 

Constructs  and  repairs  instruments,  instrument  boards,  and 
echanisms,  such  as  traffic  signals,  timing  mechanisms,  etc., 
quiring  a  high  degree  of  skill   and   experience   in  accurate   ma- 
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chine  work  and  a  thorough  knowledge  of  the  treating,  harden- 
ing, and  tempering  of  steel;  requires  the  qualifications  of  a 
journeyman  machinist  and  in  addition  experience  in  the  mak- 
ing of  instruments  where  unusual  precision  is  necessary. 

M  264.  Foreman  Instrument  Maker —  (b)  230-5dw 

275-6dw 

Directs  the  work  of  a  group  of  Instrument  Makers;  requisi- 
tions and  checks  materials;  keeps  time  and  cost  records;  and 
directs  the  work  of  subordinates  engaged  in  repairing  and 
servicing  automobiles. 

M  266.  Foreman  Meter  Repairer —  (a)  180-210 

Directs  the  overhauling  and  repair  of  water  meters,  and 
keeps  necessary  records  of  same. 

M  268.  Foreman  Machinist,  Water  Service—  (a)  250 

Supervises  the  maintenance  and  repair  of  air  compressors 
and  station  pumps,  and  directs  the  work  of  subordinates  en- 
gaged in  repairing  and  servicing  automobiles. 
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DIVISION  N 
MISCELLANEOUS  INSPECTION  SERVICE 

This  Division  covers  all  inspcctional  duties  not  included  in  other 
Divisions. 

(For  Building  Inspector  and  Plumbing  Inspector,  see  Building 
'  Trades  Division;  for  Electrical  Inspector,  see  Electrical  Trades 
I  Division;  for  Boiler  Inspector,  see  Metal  Trades  Division.) 

N  1-50 — Coroner  Subdivision 

I  N  4.  Coroner's  Investigator —  (a)  200-225 

Investigates  circumstances  of  deaths  reported  to  the  Cor- 
oner's Office;  takes  charge  of  evidence  and  valuables  of  de- 
I  ceased;  notifies  relatives;  and  makes  reports  as  required;  or 
las  assigned  prepares  reports,  charts,  maps  and  statistics  relat- 
:  ing  to  causes,  location  and  other  data  concerning  fatal  acci- 
dents, 

N  8.  Coroner's  Chief  Investigator —  (a)  250-300 

Directs  the  work  of  Coroner's  Investigators,  and  in  addition 
.  supervises  clerical  duties  in  connection  with  the  Coroner's 
i  Office. 

IN  10.  Coroner—  (b)  416.66-500 

Subject  to  administrative  approval,  acts  as  manager  of  the 
Morgue  of  the  city  and  county;  investigates  the  deaths  of  all 
persons  who  have  died  by  violence  or  under  suspicious  cir- 
cumstances, and  renders  verdicts  on  such  cases.  Supervises  the 
conduct  of  his  office  and  its  employees;  performs  other  duties 
as  required  by  state   law. 

N  51-100 — Food  Subdivision 

N  52.  Food  and  Restaurant  Inspector,  Male—  (a)  175-200 

Inspects  milk  and  foodstuffs  in  food  factories,  hotels,  res- 
taurants, delicatessens,  stores,  or  elsewhere  to  see  that  pure 
food  laws  and  ordinances  are  enforced  and  that  buildings  con- 
form to  law  as  to  ventilation,  light,  rat-proofing,  elimination  of 
odors  and  smoke,  and  general  sanitary  conditions;  condemns 
inferior  products  after  chemical  or  bacteriological  examination 
land  report;  reports  violations  or  unsatisfactory  conditions. 

N  53.  Assistant  Chief  Food  Inspector —  (b)  200-250 

Under  the  direction  of  the  Chief  Food  Inspector,  supervises 
the  work  of  food  and  restaurant  inspectors  in  connection  with 
special  activities  such  as  milk  inspection,  salvage  inspection, 
and  food  and  restaurant  inspection;  sees  that  pure  food  laws 
and  ordinances  are  enforced,  and  that  proper  inspections  are 
made  of  food  manufacturing,  storing,  and  distributing  plants 
and  equipment;  enforces  the  provisions  of  the  salvage  ordi- 
nance, and  sees  that  salvage  foods  for  sale  are  fit  for  human 
consumption;  sees  that  milk  laws  and  ordinances  are  enforced 
and  that  proper  inspections  are  made  of  pasteurizing  plants; 
directs  the  preparation  of  reports,  and  assists  the  chief  in  han- 
dling cases  of  violations  or  unsatisfactory  conditions. 

N  54.  Chief  Food  Inspector—  (a)  250-325 

Directs  the  work  of  Food  and  Restaurant  Inspectors;  orders 
necessary  action  against  offenders;  and  checks  plans  and  speci- 
fications of  new  buildings  or  alterations  of  buildings  to  be  used 
as  restaurants  or  food  stores. 
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N  56.  Market  Inspector—  (a)  175-200 

Inspects  meat,  poultry,  and  fish  offered  for  sale  in  markets 
and  meat  product  factories;  exercises  independent  judgment  in 
condemning  inferior  or  diseased  meats;  inspects  sanitary  con- 
ditions of  markets;  reports  violations  of  law  or  unsanitary  con- 
ditions. 

N  58.  Chief  Market  Inspector—  (a)  225-300 

Directs  the  work  of  Market  Inspectors  and,  as  assigned, 
may  also  direct  the  work  of  Abattoir  Inspectors;  on  occasion 
performs  the  duties  of  such  inspectors;  also  orders  arrests  and 
prosecutes  offenders. 

N  60.   Abattoir  Inspector—  (i)   175-200 

Inspects  carcasses  for  disease;  or  the  premises  where  food 
animals  are  kept  or  slaughtered  for  unsanitary  conditions;  re- 
ports findings  and  action  taken;  requires  successful  experience 
as  an  inspector  of  abattoirs  or  the  training  of  a  licensed 
veterinarian. 

N  62.  Veterinarian—  (a)  200-225 

Inspects  live  animals  or  carcasses  for  disease,  or  the  prem- 
ises where  such  animals  are  kept  or  slaughtered,  for  unsatis- 
factory conditions  where  such  duties  involve  responsibility  for 
and  supervision  of  such  inspections  at  an  abattoir;  and  re- 
quires, under  state  law,  the  qualifications  and  training  of  a 
licensed  veterinarian.  Condemns  diseased  animals  or  meat;  re- 
ports findings  and  action  taken. 

N  63.  Chief  Abattoir  Inspector—  (b)  250-300 

Directs  and  assigns  the  work  of  Veterinarians  and  Abattoir 
Inspectors;  occasionally  performs  the  work  of  such  classes; 
exercises  final  determination  in  carcass  condemnations;  orders 
arrests  and  prosecutes  offenders  in  the  enforcement  of  the 
California  Meat  Law. 

N  64.  Dairy  Inspector —  (b)   200-225 

Inspects  personnel,  plant,  equipment,  methods,  and  herds  of 
dairies  supplying  milk  for  sale  in  San  Francisco;  condemrts 
unsanitary  milk  supply  and  retains  diseased  animals  for  con- 
demnation by  a  licensed  veterinarian;  reports  findings  and 
action  taken;  requires  knowledge  of,  or  experience  in,  animal 
husbandry  and  dairy  science. 


N  101-150 — Gas,  Light,  and  Water  Subdivision 

Tliis  Subdivision  includes  duties  involving  the  inspection  of 
meters  or  service  of  private  or  municipally  oztmed  utilities,  such 
is  electric,  gas,  a)id  water. 

N   102.  Light  and  Water  Complaint  Investigator —  (a)  175-200 

Investigates  complaints  of  citizens  regarding  street  lighting 
and  makes  reports  and  recommendations  to  the  Manager  of 
Utilities;  also  investigates  complaints  of  citizens  regarding 
water  charges,  which  involves  testing  meters,  arranging  re- 
bates if  meter  is  found  to  be  inaccurate,  and  making  reports. 

N   110.  Pipe  Joint  Inspector—  (b)   162.50 

Inspects   welded  joints  on   inside  of  water  pipes  to  see  that 

joint  is   completely   welded.    Does   not  involve   use  of  tools   of 
welders  or  knowledge  of  welders'  duties. 
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N  151-200 — Horticultural  Subdivision 

N   154.  Horticultural  Inspector—  (a)   175-200 

Inspects  fruits,  vegetables,  nursery  stock,  and  seeds  to  de- 
tect pests,  insects,  diseases,  and  deteriorations;  condemns  in- 
ferior or  diseased  stock;  issues  permits  and  certificates  for 
shipment  or  for  sale;  requires  knowledge  of  entomology,  and 
of  laws  and  regulations  governing  interstate  or  foreign  ship- 
ment. 

N  155.  Senior  Horticultural  Inspector —  (b)  200-250 

Performs  the  duties  of  a  Horticultural  Inspector  and  in  ad- 
dition thereto  assists  the  County  Agricultural  Commissioner 
in  the  supervision  of  the  work  of  the  department.  Acts  for  the 
County    Agricultural    Commissioner    in    his    absence. 

N  156.  County  Agricultural  Commissioner —  (a)   250-325 

Subject  to  administrative  approval,  directs  the  work  of  Horti- 
cultural Inspectors,  and  also  performs  the  duties  of  such  in- 
spectors; maintains  necessary  records  and  makes  required  re- 
ports. 


N  201-300 — Housing  Subdivision 

(For  Building  Inspector  and  Plumbing  Inspector,  see  Building 
Trades  Division;  for  Electrical  Inspector,  see   Electrical   Trades 

Division.) 

N  204.  Housing  Inspector—  (a)   175-200 

Inspects  houses  and  premises  for  health  and  safety  hazards, 
takes  appropriate  action,  and  makes  required  reports.  For  ex- 
ample: 

(a)  Inspects  the  ventilation,  lighting,  drainage,  garbage 
chutes,  toilets,  bathing  facilities,  ratproofing,  overcrowding, 
general  cleanliness,  and  sanitation  of  premises  of  apartment 
houses,  rooming  houses,  and  hotels,  and  orders  elimination  of 
nuisances  such  as  smoke,  cooking  in  prohibited  places,  or  the 
unlawful  keeping   of  animals  on   premises. 

(b)  Inspects  houses  or  premises  for  defective  furnaces,  chim- 
neys, stoves,  heaters,  accumulation  of  rubbish,  obstructed  exits 
or  fire  escapes,  improper  storage  of  oil  or  gas,  or  other  condi- 
tions contrary  to  law  or  ordinance  that  might  constitute  a  fire 
or  safety  hazard  or  a  public  menace. 

N   205.  Industrial  Inspector—  (b)   175-200 

Inspects  factories,  workshops  or  laundries,  to  see  that  laws 
and  ordinances  relating  to  sanitation,  ventilation,  and  con- 
veniences have  been  complied  with  and  that  menaces  to  health 
such  as  dust,  odors  and  fumes  do  not  exist;  or  investigates 
complaints  regarding  Storage  or  collection  of  garbage,  or  serv- 
ice or  charges  connected  therewith. 

N  206.  Chief  Housing  Inspector—  (a)  225-275 

Directs    the    work    of    Housing    Inspectors    assigned    to    the 

inspection  of  apartment  houses,  rooming  houses,  and  hotels; 

orders  structural  changes  or  arrests  tor  violations;  issues  occu- 
pancy permits;  checks  plans  and  specifications  of  new  build- 
ings or  alterations  in  old  buildings  to  be  w^^d  as  public  dwell- 
ings: investigates  complaints  and.  where  advisable,  recom- 
mends condemnation. 
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N  208.  Chief  Industrial  Inspector—  (b)   225-275 

Directs  the  work  of  inspectors  engaged  in  the  inspection  of 
factories,  workshops  and  laundries;  orders  necessary  action  in 
case  of  violation  of  laws  and  ordinances  regarding  sanitation 
and  conditions  in  such  establishments. 

N  301-350 — Supplies  Subdivision 

(For  inspection   of   supplies   requiring   specialised   training  see 

appropriate  Division.  For  example,  for  Engineering  Chemist,  see 

Medical    and    Scientific    Division;    for    Electrical    Inspector,  see 
Electrical  Trades  Division.) 

N  302.  Inspector  of  General  Supplies—  (b)  200-250 

As  directed,  inspects  general  merchandise  and  supplies  de- 
livered to  the  city  to  see  that  the  specifications,  standards  and 
samples  have  been  complied  with;  reports  such  inspections  and 
performs  related  clerical  duties. 

N  351-400 — Weights  and  Measures  Subdivision 

N  354.  Inspector  of  Weights  and  Measures —  (a)  175-200 

In  an  assigned  district,  inspects  and  tests  the  accuracy  of 
weighing  and  measuring  apparatus;  examines  merchandise  in 
containers  to  determine  adherence  to  Net  Container  Law;  and 
reports  offenders  or  violations. 

N  356.  Senior  Inspector  of 

Weights  and  Measures —  (b)  200-250 

Performs  the  duties  of  an  Inspector  of  Weights  and  Meas- 
ures and  in  addition  investigates  complaints  from  all  districts 
and  assigns  inspectors  to  districts. 

N  358.  Sealer  of  Weights  and  Measures—  (a)  250-325 

Subject  to  administrative  approval,  directs  the  work  of  In- 
spectors of  Weights  and  Measures,  and  takes  necessary  action 
against  offenders.  ~  I 

N  401-500 — Investigating  Subdivision 

N  404.  Inspector  of  Complaints, 

Mayor's  Office—  (b)  300-350 

Under  direction  of  the  Mayor  and  the  Executive  Secretary, 
receives,  examines,  and  investigates  all  complaints  received  at 
the  Mayor's  Office;  interviews  complainants,  employees  and 
officials  regarding  the  same,  and  makes  complete  report  to  the 
Mayor;  prepares  data  and  publicity  for  release  through  news- 
papers, periodicals,  radio,  etc.  As  assigned,  represents  the 
Mayor  at  meetings  of  organizations  or  at  conferences;  per- 
forms such  other  similar  and  related  duties  as  may  be  assigned. 

N  410.  Investigator—  (b)    175-225 

Makes  investigations  of  various  matters  as  required,  such  as 
conditions  arising  under  contracts  under  the  city  and  county, 
complaints  and  protests  relating  to  zoning  or  permit  matters, 
and  prepares  reports  thereon,  or  as  directed  makes  investiga- 
tions of  claims  arising  from  workmen's  compensation  and  re- 
tirement allowance  claims  including  locating  and  interviewing 
witnesses,  checking  records,  addresses  or  signatures. 

N  420.   Consumers'   Complaint  Investigator—  (b)   200-250 

Investigates  complaints  of  water  consumers  requiring  con- 
tact with  and  interviewing  customers  of  the  Water  Department 
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and  the  public,  and  involving  analysis  of  conditions  producing 
such  complaints.  Recommends  action  for  elimination  of  cause 
of  complaints. 

N  500.  Inspector  of  Disinterments—  (b)  175-200 

Under  direction,  inspects  and  supervises  for  the  Department 
of  Public  Health  the  removal  of  bodies  from  Laurel  Hill  and 
Calvary  Cemeteries;  sees  that  proper  records  are  maintained; 
sees  that  disinterments  are  respectfully  made  and  that  remains 
are  enclosed  in  suitable  receptacles  properly  marked,  registered, 
and  recorded;  sees  that  mechanical  and  hand  labor  are  used 
as  provided  by  rules;  sees  that  proper  transportation  is  avail- 
able for  the  removal  of  the  remains;  prepares  miscellaneous 
reports  and  performs  other  duties  as  required  by  law  and  rules. 
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DIVISION  O 
MISCELLANEOUS  TRADES  SERVICE 

This  Division  includes  skilled  trades  not  included  in  other  Divi- 
sions for  better  comparison  with  related  employment.  See  also 
Building  Trades,  Electrical  Trades,  and  Metal  Trades  Divisions. 

O  1-50 — Auto  Operating  Subdivision 

O  1.  Chauffeur—  (s) 

Passenger  Cars  200 

225   for  positions   carrying 
long  and  unusual  hours. 
Trucks 

Up  to  and  incl.  2y2  t 8.00d 

Over  2y2  t.  &  incl.  33/4  t 8.60d 

Over  3^4  t.  &  incl.  6%  t.  (includes 
eductors,  motor  sweepers,  flush-1 

ers  and  tower  trucks) 9-i5d\ 

Over  6]4  t.  &  incl.  7l/2  t 9.75d 

Over  7y2  t.  &  Tractors 10.30d\ 

Operates  and  maintains  a  passenger  automobile,  motor 
truck,  motor  tractor,  or  special  motor  driven  apparatus  such 
as  sweepers,  eductors,  or  other  equipment  not  included  in 
other  specific  civil  service  classes. 

O  6.  Ambulance  Driver—  (a)  175-200 

Operates  an  ambulance,  assists  in  handling  injured  persons,  J 

insane,  or  other  emergency  cases,  and  may,  on  occasion,  assist] 
in  the  application  of  first  aid. 

O  8.  Morgue  Ambulance  Driver —  (a)  175-200  J 

Operates  Coroner's  morgue  ambulance;  assists  in  the  re- J 
moval  of  bodies,  finger  printing  and  photographing,  preparing  1 
bodies  for  autopsies,  embalming  and  storage  or  the  delivery  I 
of  bodies  to  undertakers;  requires  the  qualifications  of  a  II—  B 
censed  embalmer;  performs  miscellaneous  duties  in  connection! 
with  the  care  of  chapel,  mortuary,  and  autopsy  rooms. 

O  16.  Truck  Driver-Laborer —  (s)l 

(when  zvorking  as  Laborer  to  be  paid  rate  of  J41 
Laborer.     When    working   as    truckdriver    to    bei 
paid  according  to  equipment  driven.) 
Performs  general  duties  in  connection  with  the  loading,  un-Jf 
loading,   operation,   maintenance   and   driving  of  trucks   of  dif 
ferent    capacity,    and    as    assigned    performs    general    laboring 
duties,  when  such  duties  are  performed  for  the  Hetch  Hetchyl)], 
Power   Division  involving  residence   at  the   site   of  operations,   jj. 

Wc! 
O   19.  Sub-Station   Foreman—  (s)  9.15d  We. 

Under  the  supervision  of  the  Supervisor  of  Street  Cleaning, 
is  responsible  for  the  work  of  a  group  of  laborers  and  truck 
drivers  engaged  in  the  cleaning  of  streets;  is  responsible 
for  the  condition  of  trucks  and  equipment  assigned  to  the  sub- 
station; maintains  records  of  gas,  oil  and  mileage  of  trucks 
and  equipment;  handles  all  complaints  received  in  the  dis- 
trict. 


fl- 
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O  51-100 — Farm  and  Garden  Subdivision 

O  52.  Farmer—  (a)  135-155 

Performs  general  farm  labor  duties,  such  as  planting,  plow- 
ng,  etc.,  and  directs  the  work  of  institutional  inmates  assigned 
:o  assist  in  such  work. 

O  54.  Foreman,  Buildings  and  Grounds—  (a)  180-220 

Is  responsible  for  the  maintenance  of  and  minor  repairs  to 
mildings,  equipment  and  grounds,  involving  the  operation  of 
various  small  mechanical  shops  at  Camp  Mather,  or  the  Hass- 
er  Health  Home,  or  the  Laguna  Honda  Home;  may  supervise 
nd  direct  inmate  help  or  other  subordinates  in  the  perform- 
ince  of  the  work. 

D  58.  Gardener—  (a)   135-155 

Cares  for  lawns  and  ornamental  gardens,  including  planting, 
:ultivating,  watering,  pruning,  etc.;  involves  knowledge  of  the 
>ropagation  of  plants  and  a  general  working  knowledge  of 
lorticulture. 

60.  Head  Gardener—  (a)  150-175 

O  60a.  Head  Gardener,  Public  Utilities  Commission 

Performs  the  duties  of  a  Gardener  and  directs  a  group  of 
iardeners  and  other  assistants  in  the  care  of  lawns  and  orna- 
mental gardens. 

>  61.  Foreman  Gardener,  Board  of  Education —     (b)   175-200 

Under  general  supervision,  directs  and  supervises  the  care 
nd  maintenance  of  all  lawns,  shrubs  and  ornamental  gardens 
nder  the  care  of  the  School  Department,  involving  a  thorough 
nowledge  of  planting,  cultivating,  propagating  and  care  of 
lants,  shrubs,  lawns,  etc.  Required  also  to  plan  and  landscape 
ardens  and  grounds.  Directs  the  work  of  a  group  of  gardeners. 

)  62.  Superintendent  of   Grounds, 

Recreation  Department —  (a)   175-200 

Directs  the  landscaping  and  care  of  playgrounds,  lawns,  and 
rnamental   gardens   under   control   of   the   Recreation   Depart- 

ent. 

O  101-150 — Miscellaneous  Subdivision 

►  104.  Moving  Picture  Operator—  (b)  175-200 
Operates  motion  picture  projection  machine  and  inspects  and 

laintains  motion  picture  equipment;   prepares   photographs  of 
iucational  activities;  prepares  pictures  and  photograph  slides 
>r  use  in  visual  education  classes  and  performs  related  duties 
assigned. 

i  108.  Leatherworker—  fs)8.50d 

Makes  and  repairs  leather  fabric  articles,  such  as  life  belts; 
uckmen's  belts ;  straps,  etc.,  for  firemen;  life  nets;  covers  for 
ase,  boats,  and  equipment;  upholstered  cushions;  auto  tops 
id    trimmings. 

116.  Teamster,  Two-Horse  Vehicle —  (s)  6.50d 

Drives  a  vehicle  drawn  by  two  horses,  delivers  supplies  or 
aterials  as  directed,  and  cares  for  horses. 

122.  Window    Shade    Worker—  (s)  8.80d 

Cuts,  fits,  hangs,  and  repairs   window   shades, 
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O  126.  Organ  Repairer—  (b)  1.50hr 

Maintains  and  tunes  pipe  organs;  stands  by  at  all  times 
when  pipe  organ  is  operated;  connects  and  disconnects  con- 
trols; moves  and  maintains  console;  starts  and  stops  power 
units. 

O  151-200 — Operating  Engineering  Subdivision 

O  152.  Engineer  of  Hoisting  and  Portable  Engines —  (s)  12d 

Operates,  maintains,  and  makes  emergency  repairs  to  hoist- 
ing and  portable  engines,  such  as  cranes,  shovels,  rollers,  large 
concrete  mixers  or  air  compressors,  asphalt  heaters,  donkey 
engines,  clam  shells,  or  pile  drivers  operated  by  steam,  elec- 
tricity, gasoline,  hydraulic  pressure,  or  compressed  air;  re- 
quires the  qualifications  of  a  journeyman  hoisting  and  portable 
engineer. 

O  158.  Motor  Boat  Operator—  (a)  200 

Operates  a  boat  and  maintains  gas  engines  on  a  municipally 
owned  boat,  such  as  a  police  boat;  makes  emergency  repairs; 
requires  suitable  license  as  an  operator  of  motor  boats. 

O  166.  Fireman  of  Stationary  Steam  Engines —  (b)  185 

Attends  high  pressure  boiler  fires;  cleans  or  assists  in  clean- 
ing boilers,  tubes,  burners,  filters,  and  in  general  keeping  the 
engine  room  clean;  keeps  machinery  properly  oiled;  blows  oul 
boiler  tubes  and  assists  in  making  minor  repairs  on  engines 
and  boilers;  may  operate  auxiliary  equipment  or  act  as  relief 
to  regular  employees  as  required. 

O  168.  Engineer  of  Stationary  Steam  Engines —      (b)  236.5C 

During  an  assigned  watch,  operates,  maintains,  and  is  re- 
sponsible for  the  equipment  of  a  high  pressure  steam  plant 
such  as  high  pressure  pumping  plants,  central  heating  plants 
or  equipment  of  large  public  buildings;  also  looks  after  auxil- 
iary equipment  such  as  elevators,  laundry  machines,  ventilat- 
ing fans,  etc.,  as  required;  makes  emergency  repairs;  directs 
the  work  of  a  subordinate  Fireman;  or  operates  mechanica 
and  electrical  controls  of  drawbridges;  all  of  which  requires 
the  qualifications  of  a  journeyman  engineer  of  stationary  stean 
engines. 

O  170.  Assistant  Chief  Engineer  of  Stationary  Steam 

Engines,  Water  Service —  (b)  25( 

Assists  a  Chief  Engineer  in  planning,  supervising,  and  mak 
ing  general  repairs  to  plant  and  equipment,  where  such  dutie: 
involve  responsibility  for  the  maintenance  and  operation  of 
steam  pumping  plant. 

172.  Chief  Engineer  of  Stationary 

Steam  Engines—  (b)  275-32, 

O  172a.    Chief  Engineer  S.  S.  E.,  Department  of  Public 

Works 
O   172b.  Chief  Engineer  S.  S.  E.,  Department  of  Public 

Health 
O  172c.    Chief  Engineer  S.  S.  E.,  Public  Utilities 

Commission 
O  172d.   Chief  Engineer  S.  S.  E.,  Board  of  Education 
O   172e.    Chief  Engineer  S.  S.  E.,  Fire  Department 
O   172f.     Chief  Engineer  S.  S.  E.,  War  Memorial 
Directs  the  work  of  Engineers  and   Firemen  of  Stationar; 
Steam  Engines,  and  of  others  engaged  in  the  operation  an 
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maintenance  of  a  high  pressure  steam  plant  and  auxiliary 
equipment,  involving  responsibility  for  such  work  during  the 
full  twenty-four  hours  of  the  day. 

O  201-250 — Sewer  Maintenance  Subdivision 

O  202.  Sewer  Pumping  Station  Attendant —  (a)  145-155 

Maintains  equipment  at  sewer  pumping  station;  cleans 
brushes;   oils  motors;  dismantles,  cleans,  and  packs  pumps. 

O  208.  General  Foreman,  Sewer 

Connections  and  Repairs —  (b)  270 

Plans  and  directs  the  work  of  groups  engaged  simultaneously 
at  different  locations  in  excavating,  laying  pipe,  and  backfilling 
in  connection  with  the  installation  and  repair  of  sewers  or  side 
sewers;  and  in  addition  requisitions  materials  and  investigates 
complaints. 

O  210.  Sewer  Cleaner—  (s)  9.50d 

While  working  underground,  shovels  or  cuts  dirt  and  debris 
or  other  obstructions  from  sewers,  and  flushes  and  cleans 
sewers. 

O  214.  Assistant  Superintendent, 

Bureau  of  Sewer  Repair—  (a)  225-275 

Assists  in  supervising  the  installation,  repair,  and  cleaning 
of  sewers,  involving  responsibility  for  supervision  of  office; 
investigates  and  reports  on  complaints,  or  as  assigned  super- 
vises and  directs  the  cleaning  of  sewers. 

O  216.  Superintendent,  Bureau  of  Sewer  Repair—    (a)  300-400 

Subject  to  administrative  approval,  directs  the  cleaning  and 
repair  of  sewers  and  catch  basins,  the  making  or  repairing  of 
side  sewer  connections,  and  the  removal  of  debris;  approves 
requisitions  for  supplies;  is  responsible  for  all  activities  of  the 
Bureau  of  Sewer  Repair,  and  cooperates  with  the  Bureau  of 
Engineering  in  developing  sewer  reconstruction  programs. 

O  251-300 — Street  Maintenance  Subdivision 

(For  other  duties  connected  with  street  maintenance,  see  Labor 
Division.) 

O  252.  Dryer  Man—  (s)  9.80d 

Operates,  maintains,  and  repairs  machinery  of  the  Asphalt 
Plant;  cares  for  fires;  sees  that  rock  and  sand  are  properly 
dried;  incidentally  assists  the  Foreman  in  supervising  the  op- 
erations of  the  plant;  requires  the  qualifications  of  an  Asphalt 
Worker. 

O  254.  Foreman,  Asphalt  Plant—  (s)  10.80d 

Directs  the  operation  of  the  Asphalt  Plant,  involving  respon- 
sibility for  the  proper  mixing  and  drying  of  materials,  and  the 
maintenance  and  repair  of  plant  and  equipment;  keeps  time  of 
workmen;  maintains  inventory  of  materials  on  hand;  and 
requisitions  materials  and  supplies;  requires  the  qualifications 
of  an  Asphalt  Worker. 

O  260.   Rammer—  (s)7.80d 

Handles  paving  brick,  blocks,  or  other  materials  for  a  Paver 
and  tamps  blocks  into  place  by  the  use  of  wooden  rammers. 
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O  264.  Paver—  (s)  8.80d 

Lays  paving  blocks  or  brick  in  construction  and  reconstruc- 
tion of  streets. 

O  268.  Granite  Cutter —  (s)  9d 

Cuts,  trims,  sets,  and  joins  granite  work;  requires  the  knowl- 
edge and  experience  of  a  journeyman  granite  cutter. 

O  270.  Foreman  Granite  Cutter—  (s)  lOd 

Plans  and  directs  the  work  of  Granite  Cutters;  requisitions 
materials;  and  makes  required  reports. 

O  274.  Asphalt  Mixer  Man—  (s)  9.80d 

Operates  asphalt  mixing  machines;  weighs  and  mixes  mate- 
rials according  to  specifications. 

O  276.  Asphalt  Worker—  (s)  8.30d 

Assists  an  Asphalt  Finisher  in  spreading  asphalt,  as  directed, 
and  irons  the  surface  with  a  heated  roller. 

O  278.  Asphalt  Finisher—  (s)  8.80d 

Spreads,  rakes  and  irons  asphalt;  is  responsible  for  a  prop- 
erly finished  surface. 

O  280.  Sub-Foreman  Asphalt   Finisher —  (s)  9.30d 

Performs  the  duties  of  an  Asphalt  Finisher  and  in  addition 
directs  the  work  of  a  small  group  of  subordinate  Asphalt  Fin- 
ishers and  Asphalt  Workers. 

O  282.  Foreman  Asphalt  Finisher—  (s)  9.80d 

Plans  and  directs  the  work  of  Asphalt  Finishers,  Asphalt 
Workers,  Engineers  of  Portable  Engines  and  Laborers  in  the 
repair  of  streets;  also  keeps  time  of  subordinates. 

O  294.   General  Foreman  of  Street  Repair—  (a)  200-250 

Plans  and  directs  the  work  of  croups  of  Laborers,  Asphalt 
Workers,  and  other  miscellaneous  employees  working  simul- 
taneously at  different  locations  in  the  repair  of  streets;  pre- 
pares reports  as  required. 

O  298.  Supervisor  of  Street  Repair^  (a)  250-300 

Plans  and  directs  the  repair,  reconstruction,  and  mainte- 
nance of  streets,  involving  the  direction  of  all  employees  en- 
gaged in  such  work. 

O  301-350 — Water  System  Maintenance  Subdivision 

O  304.  Hydrantman-Gateman—  (b)   190-215 

Installs  and  makes  repairs  to  pipe  lines,  meters,  fire  hy- 
drants, cisterns,  valves  of  standpipes,  and  equipment,  involving 
replacing  defective  parts,  greasing,  repacking,  and  painting, 
and  including  also  the  repair  of  lead  joints  in  pipe  lines. 

O  308.  Assistant  Foreman  Hydrantman- 
Gateman—  (b)  227.50 

Assists  in  direction  and  inspection  of  the  work  of  Hydrant- 
men-Gatemen  engaged  in  the  maintenance  of  distributing  sys- 
tems, and  as  required,  performs  the  duties  of  a  Hydrantman- 
Gateman. 

O  310.  Foreman  Hydrantman-Gateman—  (b)   240 

Directs  and  inspects  the  work  of  Hydrantmen-Gatemen  en- 
gaged in  the  maintenance  of  distributing  systems. 
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DIVISION  P 
NURSING  SERVICE 

This  Division  includes  duties  involving  the  care  of  the  sick, 
the  injured,  or  inmates  of  other  than  penal  institutions  except  such 
duties  as  are  separately  classified  in  other  Divisions  for  better 
comparison  ivith  related  employments;  also  the  supervision  of  such 
duties. 

P  1-50 — Emergency  Hospital  Steward  Subdivision 

P  2.  Emergency  Hospital  Steward—  (a)   165-200 

Accompanies  ambulances  on  emergency  calls;  renders  first 
aid  to  injured  persons,  with  the  authority  and  responsibility  of 
a  special  police  officer;  cares  for  insane  persons  and  acute 
alcoholic  cases  under  detention  and  pending  examination;  aids 
in  giving  treatments  as  prescribed  and  performs  related  duties 
as  required;  registers  and  cares  for  property  removed  from 
patients;  makes  required  reports;  requires  preliminary  training 
in  a  medical  or  nursing  school  or  successful  experience  as  a 
hospital  steward  in  a  recognized  hospital. 

P  3.  Senior  Emergency  Hospital  Steward —  (i)  200-225 

Under  the  direct  supervision  of  the  Chief  Emergency  Hos- 
pital Steward,  issues  supplies  to  Emergency  Hospital  Stewards 
upon  requisition;  assists  in  compiling  daily  index  of  cases 
treated;  as  assigned  may  visit  emergency  hospitals  to  investi- 
gate condition  of  and  enforce  regulations  regarding  supplies, 
equipment  and  premises;  is  responsible  for  the  conduct  of  the 
office  during  the  absence  of  the  Chief  Emergency  Hospital 
Steward;  may  perform  other  related  duties  as  assigned. 

P  4.  Chief  Emergency  Hospital  Steward—  (a)  225-275 

Directs,  supervises,  and  coordinates  the  work  of  Emergency 
Hospital  Stewards,  Nurses,  and  Ambulance  Drivers,  and  in 
addition  requisitions  supplies  and  equipment,  investigates  com- 
plaints of  service  or  accidents  to  ambulances,  and  makes  re- 
quired reports. 

P  51-100 — Field  Nursing  Subdivision 

This  Subdivision  includes  field  nursing  duties  requiring,  in  addi- 
tion to  the  training  of  a  registered  nurse,  special  experience  and 
qualifications  for  public  health  nursing. 

(For  social  service  not  requiring  nursing  training,  see  Welfare 
Division.) 

P   52.  Field  Nurse—  (a)    165-195 

Performs   field   or   visiting   nursing   duties   involving   respon- 
sibility  for  advising  as   to  child   hygiene  or  as   to   care   of  the 
sick;  also  makes  reports  as  required.  For  example: 
(a)    Visits   homes   of  tubercular   patients. 
(1))   Visits  honu-s  of  persons  entering  or  leaving  San   Fran- 
cisco   Hospital. 

(c)  Attends  baby  clinics,  and  visits  the  homes  of  children 
attending  such   clinics. 

(d)  Calls  at  the  homes  of  school  children  absent  on  account 
of  illness  or  found  to  be  defective;  examines  children  at 
schools   for   contagious   diseases. 

(e)  Investigates  conditions  at  boarding  homes  for  children, 
or  for  aged  or  infirm  persons. 
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P  54.  Supervising  Field  Nurse —  (a)  200-230 

Directs  the  work  of  a  group  of  Field  Nurses,  such  as  one 
of  the  following: 

(a)  Field  Nurses  doing  general  public  health  nursing  in  an 
assigned  district; 

(b)  Field  Nurses  assigned  to  baby  clinics  and  health  cen- 
ters; 

(c)  Field  Nurses  assigned  to  schools; 
Prepares  reports  as  required.    Also  directs  the  inspection  of 

foster  homes   and   the   inspection   of  institutions  for   licensing 
purposes. 

P  57.  Assistant  to  the  Director  of  Field  Nursing—  (i)  230-27f 
.  Under  direction,  assists  the  Director  of  Field  Nursing  in 
the  general  supervision  of  the  field  nursing  staff  and  its  related 
clerical  service;  maintains  control  of  supplies  and  equipment 
and  the  supervision  of  record  and  report  work;  trains  new 
staff  members  and  assists  the  Director  in  carrying  out  an 
educational  program  for  Field  Nurses;  sees  that  plans  and 
policies  formulated  by  the  Director  are  properly  carried  out  by 
the  staff;  acts  for  the  Director  in  her  absence,  and  performs 
such  other  duties  as  may  be  required  by  the  Director  of  Field 
Nursing. 

P  58.  Director  of  Field  Nursing —  (a)  275-350 

Directs  all  of  the  field  nursing  activities  of  the  Department 
of  Public  Health,  including  the  development  of  new  plans  and 
methods  as  needed. 

P  60.  Supervising  Nurse,  Bureau  of  Communicable 

Diseases —  (i)  200-230 

Under  the  direction  of  the  Director  of  the  Bureau  of  Com- 
municable Diseases,  supervises  the  nursing  and  clerical  work 
of  the  bureau  and  coordinates  such  work  with  related  social 
service  activities  of  the  bureau;  directs  the  compilation  and 
maintenance  of  statistical  records  and  reports,  and  other  re- 
ports concerning  the  work  of  subdivisions  of  the  bureau;  han- 
dles and  supervises  correspondence  of  the  bureau  and  its  sub- 
divisions. 

P  101-150 — General  Nursing  Subdivision 

This  Subdivision  includes  all  duties  requiring  the  training  of  a 
graduate  nurse  registered  in  this  State  where  such  duties  are'  not 
sufficiently  specialised  to  warrant  their  being  included  in  some 
other  Subdivision. 

P  101.  Chinese  Visiting  Nurse—  (i)   165-195 

Attends  Chinese  baby  clinics  and  visits  homes  of  Chinese 
babies,  attending  clinics  and  the  homes  of  Chinese  school  chil- 
dren to  advise  as  to  child  hygiene  or  the  care  of  the  sick,  and 
performs  other  visiting  nurse  duties  involving  the  qualifications 
of  a  registered  nurse  and  knowledge  of  Chinese  languages. 

P  102.  Registered  Nurse—  (a)   135-160 

Under  close  supervision,  performs  general  nursing  duties  in 
institutions  or  clinics,  which  duties  require  the  training  of  a 
registered  nurse.    Typical  duties  are  as  follows: 

(a)  Performs  general  bedside  nursing  duties  at  one  of  the 
City  and   County  hospitals;   prepares   food   for  patients  when 
required;   directs  the  work  of  Maids,   Orderlies,  and   Porters,  i 
and  keeps  patients'  records. 

(b)  Administers  treatments  and  medicine  under  direction  of 
a  physician  or  renders  first  aid  to  the  injured  at  clinics. 
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P.  103.  Special  Nurse — Rates  of  Pay  Recommended  Annually 
in  Accordance  with  Agreements  in   Private   Employment 

Performs  the  duties  of  a  Registered  Nurse  in  the  capacity 
of  a  private  nurse  in  connection  with  the  care  of  a  patient 
requiring  individual  or  constant  attention. 

P  104.  Head  Nurse—  (a)  145-170 

Directs  the  Nurses  and  other  institutional  employees  of  a 
ward,  involving  responsibility  for  the  administration  of  the 
ward  during  the  full  twenty-four  hours  of  the  day,  the  requisi- 
tioning of  all  necessary  supplies  and  equipment,  and  the  main- 
tenance of  patient  records. 

P  110.  Assistant  Superintendent  of  Nursing, 

San  Francisco  Hospital —  (a)   170-200 

Assists  in  supervising  the  bedside  nursing  service  of  the  San 
Francisco  Hospital;  directs  the  nursing  service  of  a  group  of 
wards;  is  responsible  for  the  selection  and  assignment  of  per- 
sonnel and  for  keeping  time  of  subordinates;  makes  required 
reports. 

P  112.  Superintendent  of  Nursing,  Hassler 

Health  Home—  (i)  170-200 

Subject  to  supervision  and  direction  of  the  Resident 
Physician  and  Superintendent,  is  responsible  for  directing  the 
nursing  and  housekeeping  service  at  the  Hassler  Health  Home, 
involving  the  assignment  of  nurses  and  other  personnel  and 
the  preparation  and  serving  of  meals.  Makes  required  reports. 

P  116.  Superintendent,   Isolation    Division—  (a)  200-250 

Under  the  general  direction  of  the  Superintendent,  San 
Francisco  Hospital,  supervises  the  nursing  service  in  the 
Isolation  Division,  being  responsible  for  the  selection  and 
assignment  of  personnel,  the  preparation  and  serving  of  meals, 
and  the  requisitioning  and  issuing  of  supplies. 

P  118.  Superintendent  of  Nursing, 

Laguna  Honda  Home —  (a)  200-250 

Under  general  direction  only,  supervises  the  nursing  service 
at  the  Infirmary  of  Laguna  Honda  Home,  being  responsible 
for  the  selection  and  assignment  of  personnel,  for  the  prepara- 
tion and  serving  of  meals  to  patients  and  employees  of  the 
Infirmary,  and  for  the  requisitioning  and  issuing  of  supplies. 

P  122.  Director  of  Institutional  Nursing  (a)   275-350 

Under  general  direction  only,  is  responsible  for  the  admin- 
istration of  the  nursing  service  of  the  entire  San  Francisco 
Hospital,  including  supervision  of  the  selection  and  assignment 
of  personnel,  the  direction  of  all  Nurses,  Porters,  and  Order- 
lies, and  responsibility  for  the  training  of  Student  Nurses  and 
for  the  operation  of  the  nurses'  quarters. 

P  201-250 — Special  Nursing  Subdivision 

This  Subdivision  includes  those  duties  which,  in  addition  to  the 
training  of  a  registered  nurse,  require  specialized  training  or  ex- 
perience. 

P  204.  Anaesthetist—  (a)  160-185 

Under  the  immediate  supervision  of  the  operating  surgeon, 
administers  anaesthetics  to  patients  undergoing  operations;  re- 
quires specialized  training  and  experience  in  addition  to  re- 
quirements for  registered  nurse. 
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P  206.  Senior  Anaesthetist—  (a)  185-210 

Performs  duties  of  an  Anaesthetist  and  in  addition  assigns 
and    supervises    work    of    subordinate    Anaesthetists. 

P  208.  Operating  Room  Nurse—  (a)  150-175 

Under  direction,  prepares  operating  room,  equipment,  and 
surgical  dressings  for  operations,  and,  as  directed,  assists  the 
operating  surgeon;  requires  specialized  training  and  experience 
in  addition  to  requirements  for  registered  nurse. 

P  210.   Senior  Operating  Room  Nurse —  (a)   185-210 

Performs  duties  of  an  Operating  Room  Nurse  and  in  addi- 
tion assigns  and  supervises  work  of  subordinate  Operating 
Room  Nurses. 

P  212.  Head   Nurse,    Obstetrical—  (a)    150-175 

Performs  the  duties  of  a  Head  Nurse  where  specialized 
training  and  experience  in  the  care  of  obstetrical  cases  is 
regularly  required. 

P  214.  Head  Nurse,  Pediatric—  (a)   150-175 

Performs  the  duties  of  a  Head  Nurse  where  specialized 
training  and  experience  in  the  care  of  pediatric  cases  is  regu- 
larly required. 

P  216.  Head  Nurse,  Psychiatric—  (a)  150-175 

Performs  the  duties  of  a  Head  Nurse  where  specialized 
training  and  experience  in  the  care  of  psychiatric  cases  is 
regularly  required. 

P  301-350 — Training  Subdivision 

P  304.  Instructor  of  Nursing—  (a)  165-195 

Instructs  Student  Nurses  or  nurses  in  post-graduate  courses 
in  the  theory  and  practice  of  nursing  by  class  lectures,  dis- 
cussions, demonstrations  and  follow-up  of  practical  work  in 
wards:  involves  a  thorough  knowledge  of  nursing  and  ability 
to  train  others. 

P  306.  Senior  Instructor  of  Nursing—  (a)  200-230 

Under  general  direction,  supervises  the  work  of  Instructors 
of  Nursing,  including  responsibility  for  organizing  courses  of 
instruction. 
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DIVISION  Q 
POLICE  SERVICE 

This  Division  includes  duties  involving  responsibility  for  the 
preservation  of  law  and  order,  the  compensation  for  which  duties 
is  provided  for  in  the  charter.  For  duties  of  police  service  em- 
ployees whose  salaries  are  fixed  by  annual  budget,  see  separate 
classifications. 

Q  2.  Policeman—  200  (charter) 

Patrols  an  assigned  district  for  the  purpose  of  preventing 
crime  and  arresting  law  violators;  directs  traffic;  does  other 
work  as  required. 

Q  20.  Policewoman—  200  (charter) 

As  a  Woman  Protective  Officer,  does  special  police  duty  at 
railway  depots,  ferry  and  ship  landings,  and  public  dances,  in 
connection  with  laws  affecting  the  welfare  of  women  and 
children;  does  other  work  as  required. 

Q  30.  Police  Patrol  Driver —  200  (charter) 

Under  general  supervision,  operates  the  police  patrol  wagon 
and  keeps  the  same  properly  equipped  and  fueled  and  ready 
for  service  at  all  times. 

Q  50.  Sergeant —  220  (charter) 

Under  supervision,  directs  the  work  of  a  platoon  of  police- 
men in  the  field;  does  other  work  as  required. 

Q  60.  Lieutenant—  250  (charter) 

Under  direction  of  a  captain,  commands  a  police  platoon 
during  an  assigned  shift  in  a  designate^  district;  does  other 
work  as  required. 

Q  62.  Photographer,  Police  Department —  225  (charter) 

As  directed  photographs  prisoners,  dead  persons,  finger- 
prints, maps,  documents  and  other  objects  of  value  as  evidence; 
develops  and   prints  photographs  and   files  the  plates. 

Q  63.  Criminologist—  300  (charter) 

Visits  scenes  of  crime  or  accident  and  draws  diagram  to 
scale  or  takes  photographs  of  scenes  as  evidence  or  assists  in 
apprehending  criminals.  Directs  the  photographing  of  pris- 
oners, dead  persons,  finger  prints  and  other  objects  of  value  as 
evidence.  Makes  microscopic  examination  or  tests  of  objects 
of  evidence.  Directs  the  work  of  the  police  photograph 
gallery. 

Q  80.  Captain—  300  (charter) 

Under  the  direction  of  the  Chief  of  Police,  is  responsible  for 
Ithe  preservation  of  law  and  order  in  a  designated  district; 
Commands  a  special  division  or  bureau  (except  traffic  or  in- 
spectors) of  the  Police  Department;  performs  other  work  for 
which  detailed. 
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DIVISION  R 
RECREATION  SERVICE 

•  This  Division  includes  the  supervision  and  direction  of  recrea- 
tional activities  at  community  centers  and  playgrounds  and  the 
planning  and  administration  of  such  activities. 

R  1-50 — Administrative  Subdivision 

R  2.   Secretary  and  Supervisor  of  Special  Activities, 

Recreation  Department —  (a)  200-275 

Assists  in  planning  and  directing  special  activities  and  tourn- 
aments for  girls  at  playgrounds  and  in  addition  acts  as  Secre- 
tary of  the  Recreation  Commission,  involving  responsibility 
for  the  clerical  functions  of  the  department. 

R  3.  Assistant  Superintendent, 

Recreation  Department —  (b)  250-300 

Assists  in  supervising  all  playground  directors,  plans  and 
directs  activities  and  special  programs  at  playgrounds,  assists 
in  supervising  all  functions  of  Recreation  Department. 

R  4.  Superintendent,  Recreation  Department —         (a)  325-425 

Subject  to  administrative  approval,  develops  recreational 
plans  and  policies,  directs  all  personnel  and  activities  of  the 
department,  assigns  Playground  Directors,  and  supervises  the 
maintenance   and   operation    of   all    equipment   and    properties. 

R  51-100 — Playground  Director  Subdivision 

R  56.  Playground  Director—  (b)  150-185 

(Temp,  work  75c  hr.) 

Supervises  play  and  recreation  at  a  playground;  organizes 
recreational  activities  including  conducting  clubs  and  groups 
in  handicraft,  dramatics,  music,  folk  dancing,  and  other  related 
activities;  administers  first  aid  in  case  of  injury;  prepares 
routine  weekly  reports  on  activities. 

R  58.  Director-at-Large,  Recreation  Department—  (b)  185-225 

Under  general  supervision,  in  an  assigned  district,  is  respon- 
sible for  reduction  of  incidence  of  juvenile  delinquency;  re- 
ceives referrals  from  and  cooperates  with  parents,  Juvenile 
Court,  and  public  and  private  welfare  agencies;  discovers  and 
contacts  incipient  or  actual  juvenile  delinquents  and  induces 
them  to  participate  in  supervised  recreational  programs;  co- 
operates with  Police  Department  in  abating  enterprises  or 
conditions  contributing  to  juvenile  delinquency;  submits  re- 
ports and  performs  related  duties  as  assigned. 

R  101-150 — Special  Activities  Subdivision 

R  101.  Camp  Assistant—  (bb)  90-110 

Escorts  incoming  guests  to  camD  assigned;  carries  baggage 
of  guests;  performs  other  similar  duties;  assists  in  entertain- 
ing guests  on  excursions,  camp  fire  parties,  etc. 

R  102.  Camp  Manager—  (a)  175-225 

Is  responsible  for  the  operation  of  Camp  Mather  during  the 
season,  including  responsibility  for  the  care  and  maintenance 
of  camp  and  equipment,  the  preparation  and  serving  of  foods, 
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the  planning  of  excursions  and  camp  events,  and  the  super- 
vision of  camp  improvement  and  extension;  performs  other 
duties  as  directed. 

R  105.  Supervisor  of  Athletics,  Male—  (b)   225-275 

;  Plans,  organizes,  directs  and  coordinates  all  athletic  activities 
supervised  or  promoted  by  the  Recreation  Department;  con- 
tacts commercial  and  industrial  firms,  clubs  and  other  organ- 
izations to  promote  athletic  activities  within  these  groups. 

R  106.  Supervisor  of  Dramatics —  (a)  175-225 

I  Plans  and  directs  special  pageants  and  other  dramatic  events 
and  dances  at  playgrounds,  involving  the  design  of  costumes 
and  assisting  children  in  making  costumes. 

R  107.  Supervisor  of  Women's  Activities—  (b)  225-275 

}  Plans  and  directs  special  programs  and  activities  developed 
(by  the  Recreation  Department  for  the  interest  of  girls  and 
women;  contacts  commercial  and  industrial  firms,  clubs  and 
other  organizations  to  promote  and  develop  recreational  activ- 
ities and  programs  for  girls  and  women. 

JR  108.  Supervisor  of  Music—  (a)  175-225 

i  Organizes,  trains  and  directs  orchestras,  choruses,  bands, 
etc. 

R  112.  Matron,  Swimming  Pool—  (a)   130 

Issues  and  collects  towels  and  suits  and  keeps  same  in  re- 
pair; collects  and  accounts  for  admission  fees;  records  attend- 
ance at  pools;  sees  that  suits  and  towels  are  laundered. 

K  114.  Swimming  Instructor—  (a)  145-185 

!     Instructs  in  swimming  at  pools. 

R  116.  Supervisor  of  Swimming —  (a)  175-225 

I  Performs  the  duties  of  a  Swimming  Instructor  and  in  addi- 
tion plans,  organizes,  and  directs  swimming  activities  at  all 
pools  operated  by  the  Recreation  Commission. 

R  118.  Curator,  Children's  Museum, 

Recreation  Department—  (b)  185-225 

;  Under  direction  of  the  Superintendent  of  the  Recreation  De- 
partment, is  responsible  for  the  operation  of  the  Children's 
Museum;  secures,  classifies,  and  arranges  exhibit  material; 
plans  hobby  courses  and  instructs,  and  supervises  the  instruc- 
tion of  children  in  the  development  of  nature  studies  and 
handicraft  hobbies. 
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DIVISION  S 
STREET  RAILWAY  SERVICE 

This  Division  includes  duties  involved  in  the  operation  of  street 
railway  service  and  requiring  special  knowledge  and  experience 
relating  thereto. 

S  1-50 — Administrative  Subdivision 

The  Administrative  Subdhnsion  includes  those  duties  involving 
executive  responsibility  for  the  operation  of  the  Municipal  Railway 
as  a  whole  and  not  merely  the  direction  of  a  single  function  such 
as  transportation. 

S  10.  Manager,  Municipal  Railway —  (a)  500-700 

Subject  to  administrative  approval,  plans  and  directs  the 
operations  of  the  Municipal  Railway;  the  acquisition  and  main- 
tenance of  plant  and  equipment;  the  service;  the  maintenance 
of  proper  costs,  accounts,  and  records;  and  the  development 
of   policies    to   improve   service  or   promote   economy. 

S  51-100 — Training  Subdivision 

S  60.  Instructor,  Municipal  Railway —  (a)   225-275 

Instructs  motormen,  conductors  and  bus  operators  in  the 
performance  of  their  duties;  trains  new  inspectors;  examines 
and  qualifies  such  employees  for  assignment  to  regular  duties; 
periodically  checks  the  performance  of  these  employees  and 
before  probationers  are  permanently  appointed  reports  on  their 
qualifications. 

S   101-150 — Transportation  Subdivision 

This  Subdivision  includes  only  duties  involving  the  operation  of 
street  cars  and  passenger  busses  and  the  supervision  of  such  duties. 

S  102.  Conductor—  (b)  .75h 

.10h  Extra  While  Instructing  New  Employees  as  Assigned 
by  the  Superintendent 

After  a  brief  period  of  training,  collects  fares,  issues  trans- 
fers, directs  passengers,  calls  stops,  signals  motormen,  makes 
required  routine  operating  reports,  and  secures  and  reports  all 
necessary  and  obtainable  information  on  accidents  in  which  the 
car  or  its  passengers  are  involved. 

S  104.  Motorman—  (b)   .75h 

.10h  Extra  While  Instructing  New  Employees  as  Assigned 
by  the  Superintendent 
After  a  brief  period  of  training,  operates  a  street  car  in  ac- 
cordance with  requirements  of  schedules,  safety  of  passengers 
and  public,  and  efficient  use  of  equipment;  on  occasion,  makes 
minor  emergency  repairs;  and  makes  such  reports  as  required. 

S  106.  Bus  Operator —  (b)  .80h 

.10h  Extra  While  Instructing  New  Employees  as  Assigned 
by  the  Superintendent 
After  a  brief  period  of  training,  operates  a  passenger  bus  in 
accordance  with  requirements  of  schedules,  safety  of  passen- 
gers and  public,  and  efficient  use  of  equipment;  on  occasion 
makes  minor  emergency  repairs;  also  collects  fares,  issues 
transfers,  directs  passengers,  makes  required  routine  operating 
reports;  and  reports  all  necessary  and  obtainable  information 
on  accidents  in  which  the  bus  or  its  passengers  are  involved. 
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S  110.   Inspector,  Municipal  Railway —  (b)  165-200 

Solicits  passengers,  receives  fares,  starts  cars,  gives  informa- 
tion to  public,  and  makes  required  reports;  or  receives  and 
accounts  for  cash  turned  in  by  conductors  and,  as  assigned, 
when  duties  permit  assists  or  relieves  Inspectors  acting  as 
night  dispatchers;  or  supervises  the  maintenance  of  schedules 
jand  service  in  an  assigned  district  of  a  division,  involving  re- 
porting unusual  traffic  conditions,  checking  and  reporting  fail- 
hire  to  adhere  to  schedules  and  the  reasons  therefor,  reporting 
tears  needing  repair  and  rerouting  cars  in  emergencies;  when 
■assigned  to  duties  as  night  dispatcher,  dispatches  cars  from 
[barns  according  to  schedule  and  receives  and  checks  ooerating 
(reports;  may  occasionally  be  assigned  to  duty  as  Day  Dis- 
patcher. 

S  114.  Claims  Investigator—  (i)   225-275 

I  Under  the  supervision  of  the  Claims  Adjuster  investigates 
land    reports    facts    and    evidence    in    connection    with    damage 

claims  against  the  City  and  County,  including  locating  and 
interviewing  witnesses  and  physicians;  investigates  hospital 
reports;  and  appears  at  trials  as  required. 

S  120.  Day  Dispatcher—  (a)  190-210 

[  Regularly  dispatches  cars  from  barns  according  to  schedule, 
pssigns  platform  men  to  relief  or  emergency  runs,  receives  and 
(checks  routine  operating  reports,  and  maintains  such  records 
[and  reports,  as  required. 

S  124.  Supervisor  of  Schedules—  (a)  200-225 

Responsible  for  drafting  time-tables;  charts  operating  sched- 
ules; compiles  statistical  data  on  time  and  mileage  factors;  and 
periodically  checks  traffic  and  running  time  of  all  lines  as  a 
foasis  for  improving  runs  or  service. 

S  128.  Division  Superintendent, 

Municipal  Railway—  (a)  250-325 

I  Directs  and  supervises  the  transportation  service  in  a  main 
division  of  the  Municipal  Railway,  involving  supervision  of 
employees  engaged  in  car  and  bus  operation  in  the  division 
and  on  incidental  divisional  clerical  work,  and  supervision  of 
(the  operation  of  rolling  stock;  or  assists  in  supervising  and 
'directing  the  transportation  service  in  a  division  with  addi- 
tional responsibility  for  service  and  operation  of  the  entire  sys- 
tem at  night. 

S  130.  Assistant  Superintendent  of  Transportation, 

Municipal  Railway—  (i)  275-325 

Assists  the  Superintendent  of  Transportation  in  supervising 
operations  of  the  Municipal  Railway  and  particularly  is  re- 
sponsible for  checking  and  reducing  excessive  consumption  of 
power,  preparing  and  maintaining  schedules,  maintaining 
proper  standards  of  service,  and  operation  of  rolling  stock  and 
equipment  in  proper  condition.  Exercises  general  supervision 
over  all  employees  of  the  railway  below  the  rank  of  Assistant 
[Superintendent. 

S  132.  Superintendent  of  Transportation, 

Municipal  Railway—  (a)  325-400 

Directs  the  preparation  of  operating  schedules  and  super- 
vises the  maintenance  of  such  schedules  in  the  transportation 
service  of  the  entire  Municipal  Railway,  involving  supervision 
of  the  operation  of  rolling  stock,  and  disciplinary  control  of 
employees  engaged  on  car  and  bus  operation. 
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DIVISION  T 
WELFARE  SERVICE 

This  Division  includes  duties  requiring  knoxuledge  and  experi- 
ence in  the  handling  of  social  problems  such  as  juvenile  and  adult 
delinquency  and  probation,  care  of  the  feeble-minded,  problems 
relating  to  truancy  and  indigents,  care  and  custody  of  juvenile 
offenders,  and  other  matters  of  similar  character  and  involving  the. 
exercise  of  independent  judgment  in  the  performance  of  such 
duties. 

(For  minor  duties  connected  with  institutions  but  not  requiring 
such  qualifications,  see  Institutional  Division;  for  social  service 
requiring  the  training  of  a  registered  nurse,  see  Nursing  Division; 
for  the  supervision  of  recreatiottal  activities,  see  Recreation 
Division.) 

T  1-50 — Juvenile  Detention  Subdivision 

T  2.  Male  Attendant,  Juvenile  Detention  Home —  (a)  135-155 

Checks  and  accounts  for  older  boys  confined  to  the  Juvenile 
Detention  Home;  supervises  the  care  and  recreation  of  boys; 
sees  that  boys  are  bathed  and  issued  clean  clothes;  directs  the 
serving  of  food  to  boys;  is  responsible  for  cleanliness  of  rooms 
or  floor  assigned. 

T  4.  Woman  Attendant, 

Juvenile  Detention  Home —  (a)  125-140 

Performs  the  same  duties  as  Male  Attendant  but  restricted 
to  the  care  and  custody  of  girls  and  small  boys;  or  cares  for 
infants  kept  at  the  Home,  including  the  preparation  of  pre- 
scribed milk  formulae  and  the  feeding  and  bathing  of  infants. 

T  12.  Superintendent,  Juvenile  Detention  Home —  (b)  200-250 

Under  the  supervision  of  the  Chief  Juvenile  Probation  Offi- 
cer, is  responsible  for  the  care  and  custody  of  inmates  of  the 
Juvenile  Detention  Home.  Assigns  duties  of  subordinates; 
checks  the  performance  of  these  duties;  inspects  the  building; 
plans  recreation  and  other  activities  of  inmates;  maintains  sta- 
tistical records  and  reports;  is  responsible  for  budget  estimates, 
inventories  and  expenditures;  has  charge  of  purchasing  and 
issuing  of  supplies;  prepares  menus  and  supervises  kitchen; 
looks  after  physical  care  and  health  of  inmates;  keeps  time 
and  payrolls  of  employees,  and  performs  necessary  clerical 
duties  in  connection  therewith. 

T  51-100 — Probation  Subdivision 

This  Subdivision  includes  both  Juvenile  and  Adult  Probation 
Officers  of  all  grades. 

T  56.  Probation  Officer—  (a)  180-210 

Investigates  social  and  economic  conditions  affecting  juvenile 
or  adult  delinquency  and  makes  reports  thereon;  or  follows  up, 
advises  and  directs  probationers  or  wards  of  the  juvenile  court, 
or  their  parents,  to  see  that  the  terms  and  conditions  of  proba- 
tion are  followed. 

T  57.  Psychiatric  Social  Service  Worker—  (b)  175-225 

Investigates  mental  and  emotional  conditions  affecting  juve- 
nile and  adult  delinquency  and  makes  reports  thereon;  in  the 
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Juvenile  Court,  makes  investigations  in  connection  with  the 
work  of  the  psychologist  and  psychiatrist  and  sees  that  condi- 
tions of  probation  are  followed;  in  the  County  Welfare  De- 
partment, makes  investigations  and  works  with  the  psychiatrist 
and  with  social  service  workers  in  connection  with  the  han- 
dling of  difficult  mental  cases. 

T  58.  Probation  Officer-Stenographer —  (a)   180-210 

Performs  the  duties  of  a  Probation  Officer,  and  in  addition 
performs  stenographic  and  incidental  routine  clerical  duties. 

T  60.  Senior  Probation  Officer—  (a)  215-240 

T  60a.  Senior  Probation  Officer,  Juvenile  Court 
Directs  the  work  of  a  group  of  Probation  Officers;  inter- 
views delinquents  and  handles  or  advises  in  the  handling  of 
difficult  or  involved  delinquency  or  probationary  cases;  pre- 
sents reports  and  recommendations  to  the  Court  after  these 
|ire  approved  by  the  Chief  Probation  Officer. 

T  64.  Referee,  Juvenile  Court —  *up  to  300 

Hears  evidence  relating  to  female  juvenile  delinquency  and 
JDutlines  such  evidence  to  the  judge  of  the  Juvenile  Court  with 
[suggestions  as  to  action  to  be  taken;  also  approves  or  dis- 
approves applications  for  renewal  of  minors'  aid. 

p  70.  Chief  Adult  Probation  Officer—  (a)  250-325 

I  Subject  to  administrative  approval,  directs  the  work  of  Pro- 
bation Officers  whose  activities  are  concerned  chiefly  with 
;idult  delinquency;  also  is  responsible  for  developing  methods 
lind  policies  to  govern  the  administration  of  the  Adult  Proba- 
lion  Department. 

[r  72.  Chief  Juvenile  Probation  Officer—  (a)  300-400 

I  Subject  to  administrative  approval,  directs  the  work  of  Pro- 
bation Officers  whose  activities  are  concerned  chiefly  with 
juvenile  delinquency  and  the  care  of  the  feeble-minded  and 
if  minors;  exercises  general  supervision  over  the  Juvenile  De- 
tention Home;  passes  on  the  recommendations  of  subordinates 
In  all  juvenile  delinquency  cases;  and  develops  methods  and 
bolides  to  govern  the  administration  of  juvenile  probation  and 
Ihe  disbursement  of  funds  for  maintenance  of  minors. 

■  74.  Collector  for  the  Juvenile  Court—  (b)  175-225 

I  Under  the  supervision  of  the  Chief  Juvenile  Probation  Offi- 
|:er,  makes  financial  investigations  for  the  Juvenile  Court,  col- 
lects outstanding  accounts  involving  handling  of  correspond- 
ence, makes  field  investigations,  interviews  probationers  and 
ithers,  and  prepares  papers  for  assignments,  liens,  and  attach- 
ments. Requires  the  training  and  experience  of  a  probation 
|)fficer  and  a  general  knowledge  of  bookkeeping. 

T  151-200 — Social  Service  Investigation  Subdivision 

IT  153.  Chinese  Social  Service  Worker—  (b)   150-200 

I  Under  supervision,  investigates  requests  of  Chinese  appli- 
cants for  public  aid;  such  as:  old  age,  half-orphan,  blind  and/or 
Indigent  relief;  determines  eligibility  of  applicants  for  aid.  and 
limount  and  type  of  aid  needed;  plans  budgets  and  assists  in 
I'ehabilitation  when  necessary;  requires  ability  to  read  and 
'4.vrite  the  Chinese  language,  and  to  speak  fluently  the  Can- 
:onese  dialect. 
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T  157.  Social  Service  Worker—  (b)  150-200 

Under  supervision,  investigates  requests  for  public  aid,  such 
as:  old  age,  half-orphan,  blind,  and/or  indigent  relief;  de- 
termines eligibility  of  applicants  for  aid,  and  amount  and  type 
of  aid  needed;  plans  budgets  and  assists  in  rehabilitation  when 
necessary;  or  investigates  requests  for  admission  into  county 
institutions;  determines  eligibility  for  admission;  and  plans  for 
convalescent  care  of  persons  leaving  institutions,  including  se- 
curing of  relief  or  referral  to  proper  institutions. 

T  158.  Supervisor  of  Inquiries —  (b)  200-225 

Under  the  direction  of  the  Director  of  Public  Welfare,  con- 
ducts social  investigations  in  response  to  inquiries  received 
from  all  parts  of  the  world  concerning  such  matters  as  ability 
of  relatives  to  assist  relief  clients  financially,  the  establishment 
of  legal  residence  of  relief  clients,  and  the  verification  of  em- 
ployment records;  assists  other  agencies  in  making  social  plans 
on  the  basis  of  information  obtained;  authorizes  the  return  of 
local  residents;  supervises  the  work  of  social  service  and 
clerical  assistants;  requires  a  knowledge  of  social  case  work 
methods  and  familiarity  with  residence  laws. 

T  160.1.  Senior  Social  Service  Worker, 

Public  Welfare  Department—  (a)  215-240 

Directs  the  work  of  a  group  of  Social  Service  Workers  and 
the  clerical  work  incidental  thereto;  approves  or  disapproves 
applications  for  public  assistance  or  relief;  is  responsible  for 
collection  of  charges  for  maintenance  where  relatives  are  able 
to  pay. 

T  160.2.  Senior  Social  Service  Worker, 

Department  of  Public  Health—  (a)  215-240 

Directs  the  work  of  a  group  of  Social  Service  Workers  and 
clerical  personnel  in  the  Social  Service  Division;  approves  c^ 
disapproves  applications  for  admission  to  county  institutions; 
adjusts  complaints;  authorizes  emergency  admissions;  per- 
forms other  related  work  as  required. 

T  161.  Case  Supervisor—  (i)  215-240 

Under  the  direction  of  the  Social  Service  Director,  coordin- 
ates the  social  work  activities  of  district  offices;  holds  regular 
conferences  with  individual  social  workers  regarding  eligibility, 
social  plans,  and  the  proper  administration  of  relief;  interprets 
administrative  policies  to  social  workers. 

T  163.  Director  of  Public  Welfare—  (b)  600-750 

Subject  to  charter  provision,  and  in  accordance  with  policy 
determined  by  the  Public  Welfare  Commission,  is  the  chief 
executive  of  the  Public  Welfare  Department. 

T  165.  Social  Service  Director—  (b)  250-350 

Subject  to  the  administrative  approval  of  the  Director  of! 
Public  Welfare,  supervises  the  administration  of  public  assist- 
ance and  relief  and  the  work  of  the  personnel  connected  there- 
with in  a  major  district  or  supervises  a  major  function  of  pub- 
lic assistance  and  relief;  recommends  procedures  and  policies) 
for  the  conduct  of  the  work  and  sees  that  such  approved  pol- 
icies are  carried  out;  selects,  instructs,  and  advises  the  social 
service  workers  and  clerical  personnel  in  their  assignments; 
prepares  reports  as  required  concerning  the  administration  of 
public  assistance  and  relief;  performs  other  related  work  as 
required. 
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T  166.  Medical  Social  Service  Director—  (b)  250-350 

Subject  to  administrative  approval  of  the  Director  of  Public 
Health,  directs  the  social  service  work  of  the  Department  of 
Public  Health;  is  responsible  for  the  proper  administration  of 
hospital  and  institutional  admission  and  aid;  recommends  col- 
lection for  maintenance  whenever  collection  is  legally  pos- 
sible; assigns  and  instructs  personnel  in  the  division  of  social 
service,  and  recommends  procedures  and  policies  to  be  fol- 
lowed by  them;  prepares  reports  as  required  concerning  ad- 
ministration of  hospitalization  and  institutional  care;  per- 
forms other  related  work  as  required. 
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DIVISION  U 
WATER  SERVICE 

This  Division  includes  duties  requiring  special  knowledge  and 
experience  in  the  operation  of  the  municipal  water  system. 

U  1-50 — Administrative  Subdivision 

The  Administrative  Subdivision  includes  those  duties  involving 
executive  responsibility  for  the  operation  of  the  Water  Department 
as  a  whole  and  not  merely  the  direction  of  a  single  function. 

U  44.  General  Manager  and  Chief  Engineer —  (a)  1250 

Subject  to  administrative  approval,  plans  and  directs  the  op- 
eration of  the  municipal  water  system,  the  acquisition  of  plant 
jmd  equipment;  service;  the  maintenance  of  cost  accounts  and 
records;  and  the  development  of  policies  to  improve  the  service 
or  promote  economy;  is  executive  head  of  the  Water  Service 
Bureau. 

U  51-100— Water  Sales  Subdivision 

This  Subdivision  includes  only  duties  involving  the  supervision 
of  water  sales,  accounts  and  collections. 

U  51.  Supervisor  of  Docks  and  Shipping —  (a)  225-275 

Supervises  service  of  water  on  docks  and  to  shipping;  fixes 
monthly  and  trip  rates;  reads  meters  and  keeps  record  of  water! 
deliveries;  recommends  claims  for  adjustment;  directs  the  workl 
of  several  assistants. 

U  52.  Supervisor  of  Collections—  (a)  250-300 

Supervises  the  work  of  collectors  and  other  assistants  deal- 1 
ing  directly  with  collections;  approves  invoices  of  branch-bank  I 
collectors;  adjusts  cash  complaints  of  consumers;  prepares  col- 
lection data  for  annual  report. 

U  56.  Assistant  Supervisor, 

Consumers'  Accounts —  (a)  250-300 

Assists  the  supervisor  of  consumers'  accounts  in  directing! 
the  work  of  meter  readers,  inspectors,  bookkeepers,  clerks,  and] 
others. 

U  60.  Supervisor  of  Consumers'  Accounts —  (a)  275-3501 

Supervises  the  work  of  meter  readers,  inspectors,  book- 
keepers, clerks  and  others  dealing  with  consumers'  accounts; 
adjusts  service  complaints;  prepares  statistics  for  annual  report. | 

U  61.  Supervisor  of  Service  and  Supply, 

Water  Department—  (b)  225-250 

Supervises  and  is  responsible  for  the  work  of  the  service 
and  supply  section  of  the  Water  Department;  accepts  applica- 
tions for  water  service;  determines  size  of  service  and  amount 
of  deposit,  and  sees  that  water  is  furnished;  has  water  shut: 
off  when  service  is  no  longer  required;  directs  the  maintenance! 
of  maps  and  records  of  the  location  of  all  pipes  and  connec- 
tions of  the  water  supply,  and  furnishes  information  to  thel 
public  and  other  departments  from  such  records;  directs  the 
compilation  of  statistical  reports  concerning  the  work  of  the 
section. 
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U  62.  Supervisor  of  Closing  Bills, 

Water  Department —  (b)  225-250 

Supervises  and  is  responsible  for  the  closing  bill  section  of 
the  Water  Department  in  connection  with  the  collection  of 
closed  accounts;  instructs  collectors  in  proper  methods  to  be 
followed  in  making  collections;  interviews  consumers  concern- 
ing closed  accounts  and  disputed  bills;  directs  investigations 
and,  when  in  order,  recommends  adjustments;  makes  arrange- 
ments for  installment  payments  when  advisable;  directs  the 
maintenance  of  records  and  the  preparation  of  reports;  handles 
Water  Department  work  in  claims  against  estates,  petitions 
in  bankruptcy,  and  in  Board  of  Trade  proceedings. 

U  63.  Chief  Adjuster,  Water  Department—  (b)  225-250 

Supervises  and  is  responsible  for  the  adjustment  section  of 
the  Water  Department:  meets  the  public  personally,  or 
through  correspondence  or  on  the  phone,  and  receives  protests 
concerning  the  amount  of  the  water  bill;  assigns  and  directs 
investigations  concerning  protests  and  determines  adjustments 
to  be  made;  directs  the  preparation  of  reports  concerning  the 
work  of  the  section. 

U  80.  Assistant  Manager,  Water  Sales —  (a)  300-375 

Investigates  damage  claims  and  specially  referred  com- 
plaints; rules  on  acceptance  of  exceptional  service,  where  sup- 
ply may  be  inadequate;  assists  the  manager,  and  in  his  absence 
performs  his  duties. 

U  88.  Manager,  Water  Sales—  (a)  400-500 

Supervises  collections  and  accounts:  coordinates  the  work  of 
these  branches;  adjusts  major  complaints  in  the  Water  Sales 
Subdivision. 

U  101-200 — City  Distribution  Subdivision 

This  Subdivision  includes  the  installation,  operation,  and  mainte- 
nance of  pipes,  mains,  pumps,  reservoirs,  purification  systems,  ware- 
houses, and  work  shops  within  the  city  limits. 

U  104.  Leadman—  (s)6.50d 

Prepares  and  heats  lead  for  pouring,  and  pours  lead  in  the 
formation  of  joints  in  pipe;  does  not  require  qualifications  of 
journeyman  plumber  or  other  mechanic. 

U  108.  Compressor   Operator,   Portable —  (s)  8d 

Operates  portable  air  compressor  for  jack-hammers,  tampers, 

and   clay   diggers  used  in  digging  and   filling  street   trenches; 

directs  the  work  of  gun  runners  and  laborers  engaged  with  him 

on  the  iob.    Journevman  engineer's  experience  not  required. 

U  112.  Pipe  Calker—  (s)8d 

Yarns  and  calks  lead  and  cement  joints;  repairs  leaks  and 

breaks  in  water  mains;  cuts  in  and  makes  connections;  installs 

fire-hydrants. 

U  114.  Main  Pipe  Foreman—  (s)  8.50d 

Directs  the  work  of  a  group  of  pipe  calkers  and  laborers  in 
laying  mains,  repairing  breaks  and  leaks  in  mains,  cutting  in 
and  making  connections,  installing  fire-hydrants. 

U  116.  Serviceman—  (s)  8d 

Lays  and  connects  service  pipes  with  street  main  and  meter; 
locates  and  repairs  service  leaks;  repairs  and  relocates  meters; 
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cleans   out  choked   service  pipes;   directs  the  work  of  one  or 
two  labor  assistants. 

U  120.  Gateman—  (s)  8.50d 

Operates  gates  of  all  city  mains,  except  major  supply  lines 
and  pumps;  investigates  complaints  of  broken  fire-hydrants;  in 
emergencies,  uses  initiative  in  making  temporary  repairs  or 
otherwise  protecting  property;  flushes  mains;  attends  second 
or  more  alarms  of  fire  and  gives  water  as  directed  by  Fire 
Chief. 

U  122.  Shut-off  Man—  (a)   160-180 

Shuts  off  water  supply  of  delinquents  and  those  who  move  or 
discontinue  service;  collects  delinquent  bills  and  deposits  for 
service;  turns  on  water  for  new  service;  removes  and  replaces 
meters  on  complaint  of  insufficiency  of  supply. 

U  123.  Service  Inspector—  (a)   175-190 

Inspects  services  for  location  and  size;  makes  inspections  to 
determine  the  illegal  use  of  water  through  lost  services  or 
unauthorized  connections  to  the  pipes  of  other  consumers  and 
recommends  action  thereon. 

U  124.  Special  Complaint  Inspector—  (a)  180-200 

Investigates  complaints  of  inadequate  water  supply,  unsani- 
tary water,  and  objectionable  water  disturbances  and  recom- 
mends the  necessary  corrective  measures. 

U  125.  Hoseman,  Ships  and  Docks—  (a)  160-190 

Connects  meter  and  hose  to  supply  water  to  ships  at  docks; 
reads  meters  and  reports  same  for  charges. 

U  126.  Meter  Inspector—  (a)  160-180 

Inspects  and  tests  meters  for  high  or  low  registration,  on 
complaint  of  over-charge  or  defective  meter;  inspects  water 
pipes  and  general  meter  service;  checks  readings  of  meter 
readers;  is  assigned  to  a  certain  district. 

U  128.  Chief  Meter  Inspector—  (a)  185-215 

Assigns  complaints  to  proper  district  meter  inspector;  directs 
and  assists  inspectors;  investigates  special  cases. 

U  130.  Reservoir  Keeper —  (a)  165 

Patrols  and  is  responsible  for  policing  a  reservoir;  prevents 
trespassing  and  pollution  of  water  supply;  controls  and  regu- 
lates water  gates;  takes  water  readings  and  makes  report; 
takes  samples  and  applies  chemicals  for  water  treatment;  may 
be  required  to  ride  horses  and  care  for  same,  and  operate  a 
launch  and  automobile. 


U  132.  Contractors'  and  Builders'  Inspector—  (a)  185-215 

Inspects  meters,  service  pipes  and  connections  made  by  per 
sons    engaged    in    building    construction    and    street    contract 
>work;  locates  proper  mains  and  connections  for  same;  checkst 
up  water  used  and  makes  charge;  detects  illegal  usage  of  water 
from  fire-hydrants  and  other  open  service. 

U  136.  General  Foreman,  Service  and  Meters—        (a)  25O-3O0[ 

' "  Plans  and  directs  the  work  of  servicemen  and  laborers  work-fl 
ing  simultaneously  in  different  places;  keeps  record  of  allj) 
work  performed,  and  time  of  men. 
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U  140.  General  Foreman,  Main  Pipes —  (a)  250-300 

Under  general  direction  of  the  Superintendent,  has  imme- 
diate supervision  over  construction,  operation,  and  mainte- 
nance of  main  pipes  of  city  distributing  system;  plans  and  as- 
signs work  for  groups  of  gatemen,  calkers,  gun-runners,  labor- 
ers, and  others  working  simultaneously  at  different  places. 
Keeps  record  of  location  of  new  pipes,  gates,  etc. 

U  142.  Assistant  Superintendent, 

City  Distribution—  (a)  275-350 

Assists  the  Superintendent  in  the  administration  work  of  the 
City  Distribution  Subdivision. 

U  144.  Superintendent,  City  Distribution—  (a)  400-500 

Subject  to  administrative  approval,  directs  all  activities  of 
the  City  Distribution  Subdivision,  which  includes  construction, 
operation  and  maintenance  of  all  city  water  services,  mains, 
pumping  plants  and  reservoirs. 

U  201-250 — Outside  City  Limits  Subdivision 

U  206.  Water  Department  Worker—  (s)  6.50d 

Performs  unskilled   duties  in  connection  with  the  construc- 

ion,  maintenance  and  operation  of  elements  of  a  water  works 
ystem  involving  working  from  cat-walks,  scaffolding  and 
umes  and  requiring  more  than  ordinary  agility  and  ability  to 

vork  at  considerable  heights;  fights  fire;  patrols  flumes,  ditches 
nd  pipe  lines,  making  incidental  repairs,  performing  mainte- 

lance  work,  cutting  and  burning  brush  and  preventing  trepass; 

>erforms  similar  duties  not  separately  classified. 

J  212.  Ranger—  (a)  150 

Patrols  and  is  responsible  for  policing  a  watershed  or  other 
Abater  Department  lands;  prevents  trespassing  and  pollution 
f  watershed  and  guards  against  and  fights  fire;  may  be  re- 
uired  to  ride  horses  and  care  for  same  and  to  drive  an  auto- 
lobile.  Work  involves  irregular  and  long  hours  and  residence 
t  site  of  watershed. 

J  214.  Pump  Operator —  (a)  140 

Operates  an  electric  pump  and  purification  plant;  cares  for 
>lant  and  grounds;  keeps  record  of  electricity  meter  readings. 

J  215.  Head  Pump  Operator —  (a)  185 

U  215a.  Head  Pump  Operator,  Public  Utilities  Commission 

Performs  the  duties  of  a  pump  operator  and  in  addition 
irects  the  upkeep  and  repair  of  the  electric  pumps;  requires 
ome  knowledge  of  electricity  and  motors. 

I  225.  General  Maintenance  Foreman, 

Coast  Range  Division —  (i)   200 

Under  general  direction,  is  responsible  for  maintenance  and 
•pairs  to  Coast  Range  Water  tunnel  system  including  pipe 
nes,  tunnels,  valves,  connection  shafts,  syphons,  compressors, 
tc,  and  machinery  and  equipment  appurtenant  thereto.  In- 
olves  supervision  of  subordinates  assigned  to  such  work. 

r  226.  General  Maintenance  Foreman —  (a)  200 

Under  general  direction  of  the  Superintendent,  has  imme- 
iate  supervision  over  construction,  operation,  and  mainte- 
ance  of  phone  and  power  lines,  pipes  and  pumps,  reservoirs 
nd  dams,  fences  and  grounds;  plans  and  directs  the  work  of 
veral  work-gangs  working  simultaneously  at  different  places. 
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U  228.  Meterman,  Country—  (a)   160-180 

Reads  meters,  collects  and  adjusts  accounts;  installs,  re- 
places, repairs  and  tests  meters;  shuts  off  and  turns  on  service. 

U  230.  Maintenance  Foreman —  (a)   200 

Plans  and  directs  the  work  of  carpenters  and  laborers  en- 
gaged in  the  maintenance  and  repair  of  flumes,  pipes,  trestles, 
roof  trusses,  fences,  roads,  bridges,  and  related  work. 

U  231.  Assistant  Superintendent,  Alameda 

District—  (a)  200-225 

Assists  the  Superintendent  of  the  Alameda  District,  and  per- 
forms his  duties  during  his  absence. 

U  232.  Superintendent,  Alameda  District—  (a)  250-300 

Subject  to  administrative  approval,  directs  all  activities  in 
the  Alameda  District,  which  include  construction,  operation, 
and  maintenance  of  water  services,  mains,  flumes,  tunnels, 
pumping  plants,  reservoirs,  buildings,  lands,  and  roads  located 
in  the  Alameda  District. 

U  236.  Assistant  Superintendent, 

Peninsula  District —  (a)  250-300 

Assists  the  Superintendent  and  performs  his  duties  during 
his  absence. 

U  246.  Superintendent,  Peninsula  District—  (a)  400-475 

Subject  to  administrative  approval,  directs  all  activities  in 
the  Peninsula  District,  which  include  construction,  operation, 
and  maintenance  of  water  services,  mains,  flumes,  tunnels, 
pumping  plants,  reservoirs,  buildings,  lands,  and  roads  located 
in  the  Peninsula  District. 
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DIVISION  V 
AGRICULTURE  SERVICE 

This  Division  includes  duties  requiring  special  knowledge  and 
experience  in  the  economic  and  sanitary  use  of  watershed  lands. 

V  20.  Agricultural  Assistant—  (a)   175-200 
Advises   share-tenants,   and   checks   return   from   crops   and 

storage  of  same. 

V  30.  Assistant  Superintendent,  Agriculture —  (a)  210-250 

Assists  in  the  administration  of  agricultural  activities,  in- 
cluding the  care  of  orchards  and  alfalfa  crops,  and  the  super- 
vision of  sheep  camps. 

V  40.  Superintendent,  Agriculture —  (b)  250-300 

Under  general  direction  of  the  Manager  of  the  Water  De- 
partment, supervises  all  agricultural  activities  on  city  water 
lands;  directs  the  growing  and  marketing  of  crops  on  such 
lands  maintained  under  the  direct  control  of  the  Water  De- 
partment; performs  duties  in  connection  with  the  leasing  of 
lands,  including  the  drawing  of  leases,  the  collection  of  cash 
and  share  crop  rentals,  the  maintenance  of  control  of  farming 
operations  on  lands  under  share  crop  lease  and  the  arrange- 
ment for  the  disposition  of  the  city's  portion  of  share  crops; 
maintains  records;  sees  that  farming  activities  do  not  interfere 
with  the  primary  use  of  land  for  water  supply  purposes. 
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ALPHABETICAL  INDEX  OF  CLASSES 

A 
Class  Title  Class  Number 

Abattoir  Inspector  N60 

Accountant  BIO 

Actuarial   Clerk  - B244 

Addressing  Machine  Operator  B302 

Adjuster,   Tax  Collector's   Office G153 

Administrative  Assistant,  Assessor's   Office _ G21 

Administrative  Assistant,  Board  of  Education B180 

Agricultural   Assistant    V20 

Airport   Attendant   ~ F51 

Ambulance  Driver  06 

Anaesthetist    P204 

Apprentice  (For  all  trades  and  skilled  occupations,  as  well  as  for  building 

trades)  A551 

Architect  F108 

Architectural  Designer  F106 

Architectural  Draftsman  F102 

Architectural  Estimator   F104 

Armature   Winder   E106 

Armorer:  R.  O.  T.  C B380 

Asphalt  Finisher    0278 

Asphalt   Mixer   Man  0274 

Asphalt  Worker  0276 

Assistant  Bacteriologist  L54 

Assistant  Cashier,  Tax  Collector's  Office B105 

Assistant  Cashier,  Treasurer's  Office B112 

Assistant  Chief  Engineer  of  Stationary  Steam  Engines,.  Water  Service O170 

Assistant  Chief  Engineer,  Fire  Department H50 

Assistant  Chief  Food    Inspector  N53 

Assistant  Chief  Right  of  Way  Agent G204 

Assistant  Chief  Surgeon,  Emergency  Hospitals L506 

Assistant  Chief    Surveyor    F614 

Assistant  City  Engineer  F4 

Assistant  Clerk,    Board    of    Supervisors B413 

Assistant  Director,    Bureau    of    Domestic    Relations,    District    Attorney's 

Office  B162 

Assistant  Director  of  Public  Health L16 

Assistant  Electrical    Engineer   F360 

Assistant  Engineer,  Water   Service  F2 

Assistant  Exposition    Commissioner    B79 

Assistant  Foreman   Hydrantman-Gateman   O308 

Assistant  Hydraulic   Engineer  F406 

Assistant  Maintenance  of  Way  Engineer,   Municipal  Railway F217 

Assistant  Manager,  San  Francisco  Airport F60 

Assistant  Manager,  Water  Sales  U80 

Assistant  Mechanical  Engineer  F460 

Assistant  Personnel  Director  G59 

Assistant  Purchaser  of  General  Supplies  B366 

Assistant  Secretary-Actuary,    Retirement    System   B82.1 

Assistant  Stationery  Buyer  B358 

Assistant  Superintendent,   Agriculture   V30 

Assistant  Superintendent,  Alameda  District  U231 

Assistant  Superintendent  and  Technician,   Sewage  Treatment   Plant L115 

Assistant  Superintendent,  Bureau  of  Sewer  Repair 0214 

Assistant  Superintendent,  City  Distribution  U142 

Assistant  Superintendent  of  Auditorium  C2 

Assistant  Superintendent  of  Equipment  and  Overhead  Lines,  Municipal 

Railway    M5 

Assistant  Superintendent  of  Maintenance  and  Repair  of  Public  Buildings A8 
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Assistant  Superintendent  of  Nursing,  San  Francisco  Hospital P110 

Assistant  Superintendent  of  Transportation,   Municipal  Railway S130 

Assistant  Superintendent,  Peninsula  District  U236 

Assistant  Superintendent,  Recreation  Department  ._..... R3 

Assistant  Superintendent,  San  Francisco  Hospital,  General  Division L2 

Assistant  Supervisor,  Bureau  of  Accounts,  Public  Utilities  Commission B22 

Assistant  Supervisor,  Consumers'  Accounts U56 

Assistant  Supervisor  of  Disbursements,    Controller's  Office B7 

Assistant  to  Executive   Staff,   Mayor's   Office B416 

Assistant  to  Superintendent,  Laguna  Honda  Home L8 

Assistant  to  the  Director  of  Field  Nursing P57 

Assistant  to  the  Secretary,  Civil  Service  Commission B419 

Associate   Airport    Control   Tower    Operator F53 

Attorney,  Civil   K4 

Attorney,  Criminal    K54 

Audiometer   Technician   L602 

Auditor,  Water  Department  B24 

Auto  Fender  and  Body  Worker  M60 

Auto   Machinist  M54 

Autopsy  Surgeon  L502 

B 

Bacteriological  Laboratory   Technician   L52 

Bacteriological  Milk  Inspector  L60 

Bacteriologist  L56 

Bailiff    D2 

Battalion  Chief,   Fire  Department  H40 

Batteryman-Electrician    E104 

Blacksmith     M108 

Blacksmith's  Finisher M107 

Blacksmith's  Helper  M104 

iBlockbook    Draftsman    B242 

Blue  Printer  B325 

Boiler    Inspector   M158 

'Boilermaker  M156 

[Boilermaker's  Helper All 54 

[Bookkeeper  B4 

[Bookkeeping  Machine  Operator  B311 

Book  Repairer  J54 

'Bracemaker   M255 

Braille   Typist   B510 

[Bricklayer     A56 

Bridge    Attendant    C153 

[Building  Appraiser  _ G8 

Building    Inspector    A 106 

Business  Manager,  Public  Welfare  Department B25 

Business  Manager,  Recreation  Department B32 

Bus    Operator    S106 

Butcher  122 


Cable  Splicer  E156 

Cable  Splicer's  Helper  E155 

Camp   Assistant   R101 

Camp  Manager  R102 

Captain    Q80 

Captain,   Fire   Department  H30 

Captain  of  Watch  D64 

Car  and  Auto  Painter  A364 

Car  Repairer  M202 

Car   Repairer   Welder   T162 

Carpenter    A154 
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Cartographer    and   Art    Designer F256 

Case   Supervisor  , T161 

Cashier,  County  Clerk's  Office  B161 

Cashier,  Municipal    Court  B165 

Cashier,  Tax   Collector's   Office  B108 

Cashier,  Water  Department  B109 

Cement  Finisher  A204 

Cement  Finisher's  Helper  A202 

Chauffeur   Ol 

Chef  116 

Chief  Abattoir   Inspector  N63 

Chief  Adjuster,  Water  Department U63 

Chief  Adult   Probation  Officer T70 

Chief  Assistant  Assessor  G20 

Chief  Assistant  Clerk  of  the  Board  of  Supervisors B88 

Chief  Assistant  Clerk,  Municipal  Court B170 

Chief  Assistant   Controller   B21 

Chief  Assistant  Purchaser  of  General  Supplies B368 

Chief  Attorney,   Civil  K12 

Chief  Building  Appraiser  Gil 

Chief  Civil   Engineering   Designer  F270 

Chief  Civil  Engineering  Inspector,  Major  Projects F210 

Chief  Civil   Engineering   Inspector,   Minor   Projects F208 

Chief  Clerk,  County  Clerk's  Office  B168 

Chief  Clerk,  Department   of   Public  Works B94 

Chief  Clerk,  District  Attorney's  Office  B166 

Chief  Clerk,  Fire  Department B68 

Chief  Clerk  of  Elections,  Registrar's  Office B62 

Chief  Clerk  of  Registration,   Registrar's   Office  B64 

Chief  Clerk,   Recorder's   Office  B80 

Chief  Clerk,  Tax  Collector's   Office  B92 

Chief,  Department  of  Electricity  F366 

Chief    Dietitian   L206 

Chief,  Division  of  Fire  Prevention  and  Investigation H42 

Chief  Electrical   Engineer  F370 

Chief  Electrical    Inspector   E8 

Chief  Emergency  Hospital  Steward P4 

Chief  Engineer,  Hetch  Hetchy  Water  Supply,  Power  &  Utilities  Engineer- 
ing Bureau  F9 

Chief  Engineer  of   Stationary  Steam   Engines 0172 

Chief  Fire  Dispatcher E54 

Chief  Food    Inspector   N54 

Chief  Housing  Inspector  N206 

Chief  Industrial   Inspector  N208 

Chief  Juvenile  Probation  Officer T72 

Chief  Land   Appraiser   G5 

Chief  Market    Inspector    N58 

Chief  Meter  Inspector  U128 

Chief  Personal  Property  Appraiser  G17 

Chief  Plumbing    Inspector   A416 

Chief  Right  of  Way  Agent  G206 

Chief  Storekeeper,   Purchasing  Department B357 

Chief  Surgeon,  Emergency  Hospitals  L508 

Chief  Surveyor    F616 

Chief  Telephone  Operator  B458 

Chief  Valuation    Engineer    F706 

Chief  Water  Purification  Engineer  F526 

Chief's  Operator,  Fire  Department  H10 

Chinese  Social  Service  Worker  T153 

I  Chinese  Visiting   Nurse  P101 

City  Architect  F112 

City  Engineer    F10 

City  Planning  Draftsman  F255 
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City  Planning   Engineer  and   Secretary F158 

( iivil  Engineering    Designer   F260 

Civil   Engineering  Draftsman  F254 

Civil  Engineering    Inspector    F204 

Civil  Law  Clerk  B160 

Civil  Service    Examiner  G58 

Claims  Adjuster  G106 

Claims    Investigator SI  14 

Clerk  of    Municipal    Court   , B172 

Clerk  of  the  Board  of  Supervisors B90 

Collector  for  the  Juvenile  Court T74 

Compressor  Operator,  Portable  U108 

Conductor  S102 

Confidential   Secretary  to   Chief  Administrative  Officer B415 

Confidential  Secretary  to  the  Assessor    '. B418 

Confidential  Secretary  to  the  District  Attorney  B155 

Confidential  Secretary  to  the  Mayor   B74 

Confidential  Secretary  to  the  Sheriff     B98 

Construction   Engineer  F214 

Consultant    Bacteriologist   L64 

Consulting  Actuary     B83 

Consulting  Sanitary   Engineer  F520 

Consumers'    Complaint   Investigator  N420 

Contractors'   and   Builders'    Inspector U132 

Cook    112 

Cook's  Assistant  110 

Coroner     N10 

Coroner's  Chief  Investigator  N8 

Coroner's  Investigator  N4 

Cost  Analyst  Bll 

County  Agricultural    Commissioner    N156 

County  Clerk  B169 

Court  Interpreter  B252 

pourt  Room    Clerk   B152 

[Crew  Chief,  San  Francisco  Airport F52 

Cribber    A 155 

Criminal  Law  Clerk  B154 

[Criminologist  Q63 

[Curator,   Children's   Museum,   Recreation  Department R118 

[Custodian  of  Voting  Machines  B355 


Dairy   Inspector  N64 

Day    Dispatcher    S120 

Dental   Hygienist  L152 

dentist     L156 

Designer,  Street  Railway  Equipment F456 

Detention  Hospital  Bailiff  D5 

dietitian    L202 

Dining  Room  Steward,  Laguna  Honda  Home 158 

Director-at-Large,    Recreation    Department   R  58 

Director,  Bureau  of  Communicable  Diseases L371 

Director,  Bureau  of  Delinquent  Revenue B91 

Director,  Bureau  of  Domestic  Relations,  District  Attorney's  Office B163 

Director,  Bureau  of  Licenses  B89 

Director  of  Accounts  and  Records,  Assessor's  Office B120 

Director  of  Dental    Bureau    L160 

Director  of  Field    Nursing   P58 

Director  of   Finance  and  Records  I','); 

Director  of   Institutional    Nursing    P122 

Director  of  Laboratories     I  58 

Director  of   Public   Health L18 
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Director  of  Public  Relations,   Public  Utilities    Commission B53 

Director  of  Public  Welfare  T163 

Director  of  Service,  Assessor's  Office  B235 

Director  of  the  Bureau  of  Child  Hygiene L368 

Disinfector  J58 

District  Director  of  Street  Cleaning J108 

Division  Right  of  Way  Agent G202 

Division   Superintendent,  Municipal  Railway S128 

Dressing  Room  Maid  C101 

Dryer    Man   0252 

E 

Electrical  Draftsman  F352 

Electrical  Engineer   F362 

Electrical  Engineering    Designer    F354 

Electrical  Engineering  Inspector  F356 

Electrical  Inspector  E4 

Electrician    .. E108 

Electro-Cardiograph    Technician    L72 

Elevator  Mechanic  E130 

Elevator  Operator  C52 

Elevator  Starter   C54 

Emergency  Hospital   Steward  P2 

Emergency  Hospital  Surgeon  L504 

Engineer  of  Assessments  and   Complaints  F502 

Engineer  of  Fire   Engines  H15 

Engineer  of  Grades  F506 

Engineer  of  Hoisting   and    Portable   Engines 0152 

Engineer  of  Stationary  Steam  Engines 0168 

Engineer  of  Street   Improvement   Investigations   F510 

Engineer  of  Street  Improvement  Plans  F514 

Engineering  Assistant,  Power  Operative  Division F212 

Engineering    Chemist   LI  14 

Epidemiologist L370 

Executive  Secretary,  Chief  Administrative  Officer  B97 

Executive  Secretary  to  the  Controller     B417 

Executive  Secretary  to  the  Manager   of   Utilities   B77 

Executive  Secretary  to  the  Mayor    B76 

Exposition  Hostess  B73 


Farmer  052 

Field   Nurse  P52 

Financial  Expert,   Chief  Administrative  Officer ....B20 

Fire    Dispatcher   E52 

Fireman,  Fire  Department H2 

Fireman  of  Stationary  Steam   Engines 0166 

Flatwork  Ironer 1152 

Food  and  Restaurant  Inspector,  Male N52 

Food  Chemist   L104 

Food   Chemist's  Assistant  L102 

Foreman  Asphalt  Finisher  0282 

Foreman,  Asphalt   Plant  0254 

Foreman,   Buildings    and    Grounds    054 

Foreman   Carpenter A160 

Foreman  Carpenter,  Department  of  Public  Works „ A160 

Foreman  Car   Repairer M208 

Foreman  Electrician,   Public  Utilities   Commission E113 

Foreman  Gardener,  Board  of  Education 061 

Foreman   Granite   Cutter  O270 

Foreman  Hydrantman-Gateman  O310 
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Foreman  Instrument  Maker  M264 

Foreman  Janitor    — - C108 

Foreman  Lineman,  Department  of  Electricity E162 

Foreman  Lineman,  High  Tension  Lines,  Public  Utilities  Commission E164 

Foreman  Lineman,   Public  Utilities   Commission  E160 

Foreman  Machinist,   Water  Service  M268 

Foreman  Meter  Repairer  M266 

Foreman  Painter   A357 

Foreman  Stockman    J80 


Garage  Foreman,  Municipal  Railway M56 

Garageman  J  66 

Gardener     058 

Gateman    U120 

General  Clerk   B222 

General  Clerk-Stenographer  B408 

General  Clerk-Typist - B512 

General  Foreman,  Car  and  Auto  Paint  Shop,   Municipal  Railway A370 

General  Foreman  Carpenter,   Department  of  Public  Works A161 

General  Foreman  Cement  Finisher,  Department  of  Public  Works A208 

General  Foreman  Electrician  Ell  1 

General  Foreman  Machinist    M2 

General  Foreman,  Main   Pipes   U140 

General  Foreman  of    Street    Repair   0294 

General  Foreman  Painter,  Department  of  Public  Works A358 

General  Foreman  Plumber,  Department  of  Public  Works A408 

General  Foreman,  Service   and    Meters U136 

General  Foreman,  Sewer  Connections  and   Repairs O208 

General  Foreman  Sheet  Metal  Worker  A460 

General  Foreman  Steamfitter    A506 

General  Maintenance    Foreman    U226 

General  Maintenance  Foreman,   Coast  Range  Division U225 

General  Manager  and  Chief  Engineer U44 

General  Storekeeper    B354 

General  Superintendent  of  Shops  M8 

General  Superintendent  of  Streets  F220 

Glazier  A252 

Governorman     E120 

Granite    Cutter   0268 

H 

Head  Baker  18 

Head  Clerk  ....B234 

Head  Clerk-Stenographer   B414 

Head  Gardener     O60 

Head  Jail   Matron  ..'!d54 

Head  Janitor    CI  10 

Head  Keeper,  Sheriff's  Office  *C156 

Head  Nurse   P104 

Head  Nurse,    Obstetrical "...P212 

Head   Nurse,   Pediatric   P214 

Head  Nurse,  Psychiatric  P216 

Head   Porter   1210 

Head  Pump   Operator  UZl^ 

Head  Seamstress  [256 

Head   Washer  ]  \  y  i 

Hodcarrier    a  52 

Hog    Killer    '""/"SS..«"Z  126 

Horticultural   Inspector  \ f]  5 1 

Hoseman,  Ships  and  Docks..  I   1J-. 
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Hostler  J70 

Housekeeper    160 

House    Mother  1122 

House    Officer    L354 

Housing  Inspector  , N204 

Hydrantman-Gateman    O304 

Hydraulic  Engineer  F408 

Hydraulic  Engineering   Designer  F404 

I 

Industrial  Inspector N205 

Inmate  Help  1102 

Inspector,   Municipal   Railway SI  10 

Inspector  of  Complaints," Mayor's  Office  N404 

Inspector  of  Disinterments N500 

Inspector  of  Elections   B204 

Inspector  of  General    Supplies    N302 

Inspector  of  Public  Works    Construction F202 

Inspector  of  Weights  and  Measures  N354 

Instructor  in  Basketry    1302 

Instructor  in  Weaving    1304 

Instructor,  Municipal    Railway    S60 

Instructor  of  Nursing    P304 

Instrument    Maker    M260 

Interne  L352 

Investigator  N410 

J 

Jailer    D60 

Jail   Matron  D52 

Janitor  C104 

Janitress C102 

Judge   of   Elections  B202 

Junior  Airport    Control    Tower    Operator    F52.1 

Junior  Chef  114 

Junior  Civil    Engineering   Draftsman   F252 

Junior  Electrical   Engineer  F351 

Junior  Hydraulic    Engineer F401 

Junior  Water  Purification  Engineer  F523 

Jury  Commissioner,  Municipal  Court B85 

Jury  Commissioner,   Superior  Court B86 

K 

Keeper,  Sheriff's  Office  C154 

Key  Drive  Calculating  Machine  Operator B308 

Kitchen   Helper  12 

L 

Laborer    J4 

Labor  Foreman  J 12 

Labor  Sub-Foreman     J10 

Land   Appraiser   G2 

Lather    A396 

Laundress    1154 

Law  Clerk,  Registrar's  Office  B181 

Leadman     U104 

Leatherworker O108 

Lieutenant    Q60 

Lieutenant,  Fire  Department  H20 

Light  and  Water  Complaint  Investigator N102 
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Line  Inspector  E^ 

Lineman    E154 

Lineman  Helper  E150 

Locksmith  A302 

M 

Machinist   M254 

Machinist's   Helper M252 

Main   Pipe  Foreman  Ul  14 

Maintenance  Foreman   U230 

Maintenance  Chief,  San  Francisco  Airport F50 

Maintenance  of  Way   Engineer,   Municipal   Railway F216 

Male  Attendant,  Juvenile  Detention  Home T2 

Manager,   Municipal  Railway S10 

Manager  of  San  Francisco  Airport F62 

Manager,  Water  Sales U88 

Managing  Director,  War  Memorial  B96 

Map    Clerk   B246 

Marble  Setter  A60 

Marble  Setter's  Helper  A58 

Marine    Engineer   of    Fire    Boats H110 

Marine  Stoker  of  Fire  Boats H102 

Marker  and   Distributor  1164 

Market  Inspector  N56 

Master  Mechanic,  Fire  Department  M4 

Matron,  Swimming  Pool  R112 

Mechanical  Draftsman  F452 

Mechanical  Engineer    F462 

Mechanical  Engineering   Designer  F454 

Mechanical  Inspector     M256 

Medical  Social  Service   Director T166 

Meter    Inspector    U126 

Meterman,  Country  U228 

Meter    Reader    B247 

Morgue  Ambulance  Driver  08 

Morgue   Attendant   1106 

Motor  Boat  Operator 0158 

Motorman    " S104 

Moving   Picture  Operator  O104 

Multigraph    Operator B306 

N 

Nutritionist  L208 

O 

Office  Assistant   B210 

Office  Engineer  F518 

Opera  House  Attendant  C252 

Operating    Room    Nurse    P208 

Optometrist    L2S2 

Orderly  1116 

Organ    Repairer    012* 

P 

Painter  A354 

Pastry   Cook   Id 

Pathologist  L62 

Patternmaker     MS6 

Paver   <  >Jo| 
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Pay  Roll  Machine  Operator  B301 

Pediatrician    L364 

Personnel  Assistant  G51 

Personnel    Director G60 

Personnel  Director  and  Secretary,  Civil  Service  Commission G62 

Pharmacist   L304 

Phonographic  Reporter  B420 

Photographer,  Department  of  Public  Health  B331 

Photographer,  Department  of  Public  Works  B332 

Photographer,  Police    Department    Q62 

Photographer,  Public  Utilities   Commission  B330 

Photostat  Operator  B327 

Physician  L360 

Physician  in  Communicable  Diseases  L373 

Physician  in  Psychiatry  L374 

Physiotherapist  L70 

Pilot   of   Fire   Boats H120 

Pipe  Calker  U112 

Pipe  Joint  Inspector  N110 

Plasterer A392 

Playground  Director  R56 

Playground   Caretaker  J 72 

Plumber    A404 

Plumbing  Inspector  A412 

Policeman  Q2 

Police   Patrol    Driver  Q30 

Policewoman   Q20 

Porter    1204 

Porter  Foreman  1208 

Porter    Sub-Foreman   1206 

Power  House  Electrician    E107 

Power  House  Operator  E122 

Principal  Attorney,  Civil  K8 

Principal  Attorney,  Criminal  K58 

Printing  and  Stationery  Buyer  B360 

Probation    Officer    T56 

Probation   Officer-Stenographer  T58 

Produce   Buyer  and  General  Storekeeper B364 

Produce  Buyer  and  Storekeeper B362 

Property  Auditor,  Assessor's  Office G15 

Psychiatric   Social    Service   Worker T57 

Psychiatrist L408 

Psychologist     L404 

Public   Administrator   Bl 73 

Pump   Operator  U214 

Purchaser  of   Supplies   B374 

Purchasing  Agent,  Water  Service  B371 

Purchasing  Agent,  Other  Services  B372 

R 

Radio  Maintenance  Man  El  10 

Rammer    O260 

Ranger     U212 

Rat   Catcher    J74 

Recorder    B81 

Referee,  Juvenile  Court T64 

Registered   Nurse  P102 

Registrar   of  Voters   B66 

Repair  Foreman  A172 

Reservoir  Keeper  U130 

Resident    Physician   L357 

Resident   Physician  and   Superintendent,   Hassler   Health   Home L363 

Roofer    A600 

Rotary   Type    Calculating    Machine    Operator B309 
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s 

San   Francisco   Exposition   Commissioner B78 

Sanitary  Engineering  Designer  F262 

Scenic  Artist  A359 

Sealer    of    Weights   and    Measures N358 

Seamstress     1254 

Secretarial  Telephone  Operator  B460 

Secretary-Actuary,  Retirement  System  B82 

Secretary-Attendant,  Grand  Jury  B87 

Secretary  and  Supervisor  of  Special  Activities,  Recreation  Department R2 

Secretary,   Art    Commission   B57 

Secretary,   Board  of  Education B58 

Secretary,   Board  of  Library  Trustees B72 

Secretary,  Board  of  Permit  Appeals B61 

Secretary,    Board  of  Trustees,   War   Memorial B59 

Secretary,  Coordinating  Council  B69 

Secretary,   Public  Utilities   Commission B60 

Secretary,  Public  Welfare  Commission  B419.1 

Senior    Accountant    B14 

.  Senior  Addressing  Machine  Operator B304 

Senior  Airport  Control  Tower  Operator F54 

Senior  Anaesthetist  P206 

Senior  Attorney,  Civil  K6 

Senior  Attorney,   Criminal  K56 

Senior    Bookkeeper   B6 

Senior  Bookkeeping    Machine    Operator   B312 

Senior  Bookkeeping  Machine  Operator,  Controller's  Office B312.1 

Senior  Butcher     124 

Senior  Civil    Engineer    F320 

; Senior  Civil  Engineering  Draftsman F258 

I Senior   Civil    Engineering    Inspector F206 

[Senior  Civil  Law  Clerk  B164 

Senior  Clerk    B228 

Senior  Clerk-Stenographer      B412 

Senior  Clerk-Typist     B516 

Senior  Criminal   Law  Clerk  B156 

Senior  Emergency  Hospital   Steward P3 

[Senior  Engineering    Chemist   LI  16 

(Senior  Food   Chemist  LI 06 

[Senior  Horticultural    Inspector    N155 

Senior  House   Officer,    San   Francisco   Hospital L356 

Senior  Inspector   of    Licenses   G154 

Senior  Inspector  of  Weights  and  Measures N356 

Senior  Instructor  of   Nursing  P306 

Senior  Operating  Room  Nurse P210 

Senior  Orderly     1120 

Senior  Pharmacist   L306 

Senior  Probation    Officer   T60 

Senior   Social   Service   Worker,    Public   Welfare    Department T160.1 

Senior  Social  Service  Worker,   Department  of   Public   Health T160.2 

Senior  Storekeeper    B356 

(Senior  Tabulating   Machine  and   Key   Punch   Operator B310.1 

Senior  Teller   B104 

Senior  Valuation    Engineer    F704 

Senior  X-Ray  Technician  L456 

sergeant    Q50 

|Sergeant-at-Arms,    Board    of   Supervisors D4 

serviceman     U116 

pervice  Inspector  (  H23 

pewer   Cleaner    O210 

pewer  Pumping  Station  Attendant O202 

pheet  Metal  Worker  A456 
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Shut-off    Man U122 

Social   Service   Director  T165 

Social  Service  Worker  T157 

Sorter    1158 

Sound  Technician   El  10.1 

Special    Civil    Service    Examiner G54 

Special    Complaint    Inspector    U124 

Special  Counsel,  Water   Service  K16 

Special  Janitor    C105 

Special   Messenger  B212 

Special   Nurse    P103 

Special   Officer  D6 

Stage   Carpenter  A 165 

Stage    Electrician   E109 

Stage  Hand    C109 

Stage    Property    Man    A170 

Starcher    1156 

Statistician    B239 

Steamfitter   A504 

Steward    1112a 

Stewardess     1112b 

Stockman   J78 

Storekeeper     B352 

Structural    Draftsman   :F552 

Structural  Engineer  F558 

Structural  Engineering  Designer  F554 

Sub-Foreman  Asphalt  Finisher  O280 

Sub-Foreman  Auto  Machinist  M55 

Sub-Foreman  Carpenter  A158 

Sub-Foreman  Car  Repairer M206 

Sub-Foreman  Glazier    A253 

Sub-Foreman  Janitor    C106 

Sub-Foreman  Sheet  Metal  Worker  A458 

Sub-Foreman  Window  Cleaner  C204 

Sub-Station  Foreman 019 

Superintendent — Agriculture  V40 

Superintendent,  Alameda   District  U232 

Superintendent,  Bureau  of  Building  Inspection  F560 

Superintendent,    Bureau   of   Sewer   Repair 0216 

Superintendent,  City  Distribution U144 

Superintendent,   Isolation    Division PI  16 

Superintendent,  Juvenile   Detention   Home  T12 

Superintendent,  Laguna  Honda  Home,  and  Director  of  Institutions L10 

Superintendent,  Peninsula   District  U246 

Superintendent,  Recreation    Department   R4 

Superintendent,  Sewage  Treatment  Plant  F527 

Superintendent  of   Auditorium  C4 

Superintendent  of  Equipment  and  Overhead  Lines,  Municipal  Railway M6 

Superintendent  of  Grounds,  Recreation  Department  062 

Superintendent  of  Jail D66 

Superintendent  of  Laundry,  Laguna  Honda  Home  1174 

Superintendent  of  Laundry,  San  Francisco  Hospital  1178 

Superintendent  of  Maintenance  and  Repair  of  Public  Buildings A10 

Superintendent  of  Nursing,  Hassler  Health  Home P112 

Superintendent  of  Nursing,  Laguna  Honda  Home  P118 

Superintendent  of  Plant,  Department  of  Electricity  E116 

Superintendent  of  Power  House,  Power  Division  E128 

Superintendent  of  San  Francisco  Hospital  L6 

Superintendent  of  Transportation,  Municipal  Railway  S132 

Supervising  Building  Appraiser  G10 

Supervising  Field  Nurse  P54 

Supervising  Land  Appraiser  G4 

Supervising  Nurse,  Bureau  of  Communicable  Diseases  P60 
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Supervising  Personal   Property  Appraiser  G16 

Supervisor,  Budget  Statistics    B26 

Supervisor,  Bureau  of  Cost  Accounts,  Department  of  Public  Works B31 

Supervisor,  Equipment  and  Supplies  B382 

Supervisor,  General  Audits  B28 

Supervisor  of  Accounts  and  Reports,  Controller's  Office  B27 

Supervisor  of  Athletics,  Male  R105 

Supervisor  of  City  Physicians  L362 

Supervisor  of  Closing  Bills,  Water  Department  U62 

Supervisor  of  Collections U52 

Supervisor  of  Consumers'   Accounts   U60 

Supervisor  of  Disbursements,  Controller's  Office  B8 

Supervisor  of  Docks  and   Shipping  U51 

Supervisor  of  Dramatics    R106 

Supervisor  of  Examinations    G59.2 

Supervisor  of  Financial  Reports,  Board  of  Education  B9 

Supervisor  of  Inquiries  T158 

Supervisor  of  Maintenance  and  Repair  of  School  Buildings  - A6 

Supervisor  of  Music    R108 

Supervisor  of  Opera  House  Attendants  C2S1 

Supervisor  of  Pay  Rolls  B55 

Supervisor  of  Personal  Property  Records,  Assessor's  Office B101 

Supervisor  of  Playground   Construction  and  Maintenance  F304 

Supervisor  of  Real  Property  Records,  Assessor's  Office  B100 

Supervisor  of  Schedules   S124 

Supervisor  of  School  Janitors    C112 

Supervisor  of  Service  and  Supply,  Water  Department  U61 

Supervisor  of  Street  Cleaning  J112 

Supervisor  of  Street  Repair  0298 

Supervisor  of  Swimming  R116 

Supervisor  of  Wage  Scales  and  Classifications  GS9.1 

Supervisor  of  Women's   Activities   R107 

Supervisor,  Utilities  Audits  B30 

Surveyor    F610 

Surveyor's    Field  Assistant  F604 

Swimming   Instructor  R114 

Switch  Repairer  J 156 

T 

Tabulating — Alphabetic  Key  Punch  Operator  B310a 

Tabulating — Numerical  Kev  Punch  Operator  B3l0b 

Tax  Collector  B93 

Tax  Redemption  Clerk  B237 

Teamster,  Two-Horse  Vehicle  OH6 

Telephone  Operator  B454 

Teller   B102 

Tile   Setter  A62 

Toxicologist   LI  10 

Track   Foreman   J166 

Trackman  J 152 

Track  Welder  J160 

Traffic  Button  Maintenance  Man  J76 

Traffic  Engineer  F664 

Transmission  Line  Patrolman  El 52 

Transmission  Line  Patrolman  Helper E151 

Truck  Driver-Laborer  016 

U 

Under  Sheriff  B84 

Utilities  Engineer  F8 
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Valuation  Engineer  F702 

Veterinarian  N62 

Voting  Machine  Adjuster B30S 

Vulcanizer   J67 

W 

Waiter  156 

Waitress  - 154 

Washer  1170 

Watchman    C152 

Water  Department  Worker  U206 

Water  Pipe  Welder   J6 

Water  Purification  Engineer F524 

Window  Cleaner  C202 

Window  Shade  Worker  0 122 

Woman  Attendant,  Juvenile  Detention  Home  T4 

Woman  Bailiff D3 

Working  Foreman  Janitor  C107 

W.P.A.  Project  Supervisor  B236 

Wringerman    1166 

Writ  Server  D102 

X 

X-Ray  Technician  L452 
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